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Introduction and Responsibility  
 

Vision and Mission of Huron Chapel EMC  

• Loving Jesus Serving Others Together  

 

At Huron Chapel we value 

• We value Loving Jesus and learning to be like Him in our attitudes, behaviours and character 

• We value the Word of God - preached, studied and applied  

• We value the Mission of Jesus demonstrated by blessing others and proclaiming the message near and 

far  

• We value Loving Relationships and seek a deeper love for God and for others  

• We value Generosity, giving cheerfully and sacrificially of our time, talents and treasures 

• We value Passionate Spirituality and the joy that comes from glorifying God in all that we do. 

 

What is the Church’s responsibility? 
 
We have a spiritual and moral responsibility: 

According to Scripture:   

 Micah 6:8, We are to seek justice, especially for those who are vulnerable. We are to love mercy, and 

to be compassionate.  We are to act in a way that is honouring to God with humility and 

righteousness. 

 Matthew 18:6, We must not cause a child to stumble. 
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 Mark 10:13-16, We are care for children as Jesus did.   

 1 Thessalonians 5:22, We are to avoid every kind of evil. 

 Ephesians 5:3, We are to avoid every kind of sexual immorality. 

 2 Corinthians 8:21, We are to do what is right in the eyes of the Lord and people.   

 

We have a civil and legal responsibility: 

We are legally required to ensure our church is a safe place for all. We are legally required to report any 

abuse we observe happening, whether on our property or to those who may attend events at our church 

(policies and procedures pertaining to our responsibility will be covered later in this document).   

 

As a church we are required to provide a trusting, safe and secure environment where children, youth, 

families and all individuals can grow in faith. We must act in a way that is always honouring to God and 

uplifting to others. We must remember we are representatives of Jesus. We are learning to be like Jesus 

in our attitudes, behaviours and character. 

 

 

 

 

 

Definitions 

Abuse: Abuse is categorized as being physical, sexual, or emotional, involving neglect, harassment, 

improper touching and improper discipline.  Abuse of Vulnerable Adults is sometimes described as 

misuse of power and a violation of trust.  Elder/Vulnerable Adult abuse can take place in the home, in 

other residential settings, or in the community. Abusers can be family members, friends, staff or 

individuals in positions of trust or authority. 

Adherent: In this document, Adherent refers to someone who attends Huron Chapel EMC regularly and 

is regularly involved in Church activities and volunteering, abides by Church standards and conduct, but 

is not a Member. 

Assistant Ministry Personnel: Students (over age 16) or adults associated with Huron Chapel either by 

membership or by regular attendance as an Adherent and awaiting approval by Church Leadership and 

completion of a Ministry Personnel File. They may also be an Assistant Ministry Personnel if they are 

unable to complete the required screening process but will not be placed in a Position of Trust. 

Church: Huron Chapel Evangelical Missionary Church Staff and Congregation.  

Church Leadership: Elders Board (highest functioning authority of the church), Lead Pastor and 

pastoral staff. 

Child: a person under the age of 18 (Ontario’s Child and Family Services Act) 

Designated Screening Personnel: The Children, Youth and Family Ministry Lead, and the Children, 

Youth and Family Ministry Team trained to screen prospective Ministry Personnel.  

Desk Monitor Team: Team whose role is to walk the hallways during programs assisting nursery 

personnel and teachers, and to be diligent in surveillance to protect children, students and volunteers.  

Due Diligence: The compliance and documentation required to demonstrate that the church leaders have 

reasonably done everything in their power to prevent abuse from occurring. 
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Guardian: A person who has the legal authority to care for the personal and property interest of 

another.  

Hazard and Safety Check: This is a check of rooms, facilities, resources and supplies to be performed 

by Ministry Team Leaders semi-annually. A Hazard and Safety Check form will be used to identify 

hazards and safety issues, and submitted to the Ministry Lead to be resolved.  

Member: Someone who has joined the church membership of Huron Chapel EMC through agreement 

with church procedures, education of church policies through classes, through signing a Statement of 

Faith and membership covenant, and through approval of Church Leadership. 

Ministry Leaders: The Children, Youth and Family Ministry Team Leaders, having completed 

recruitment and screening training and having been given the responsibility to direct programs and 

ministries for children, youth and families by the Church Leadership. Directed by the Children, Youth 

and Family Ministry Director who reports to the Children, Youth and Family Ministry Pastor who 

reports to the Executive Pastor and the Elders.  

Ministry Person / Personnel: Person(s) who have completed the recruitment and screening process and 

have been approved by Church Leadership to serve under the Children, Youth and Family Ministry 

Team. These members can serve in a position of trust with children, youth and vulnerable persons. Also 

referred to as "Team Member(s)". 

Ministry Personnel File: A file kept for each Ministry Person and Ministry Assistant which includes a 

ministry application, records of police checks, record of reference checks, spiritual gifts evaluation, past 

and present areas of service, an interview by the Ministry Lead, and other observations noticed by the 

Ministry Lead including gifts, abilities, and strengths. To be kept confidential at all times.  

Ministry Team: A group of approved Ministry Personnel tasked with caring for an individual area of 

ministry within the Children, Youth and Family Ministry. Ministry Personnel on these teams will be 

called “Team Members”. 

Moral and Ethical Code: A standard of behaviour or belief held commonly by Huron Chapel 

leadership, members and Adherents as to the proper treatment of individuals. The Moral or Ethical Code 

of a person is often displayed in their attitude toward other individuals and the treatment of other 

individuals. 

Occasional Observer: Non-Ministry Personnel who visit and observe ministry.  Occasional observers 

may not be placed in a Position of Trust and may not assume any responsibility for children, youth or 

vulnerable persons.  A record of their attendance must be taken along with all others in attendance.  

Occasional Volunteer: Any volunteer who helps out for less then one week in a ministry year who will 

only serve in large group settings, fills out the occasional volunteer form, signs the moral and ethical 

code of conduct and always follows the direction of the ministry leaders.  

Parent:The natural or adoptive Parent(s) or legal guardian(s) of a Child or Youth. 

Position of Trust: The role wherein parents/guardians have entrusted their children or youth to the care 

of Ministry Personnel. This is a Ministry Personnel who has completed all steps of the Ministry 

Personnel Adult application, including and up to date Police Check and H-COM training. 

Related Personnel: Husband and wife, common-law partner, divorced couple. 

Student Volunteer: Using the same definition as a Ministry Personnel, but applied to a student between 

the ages of 12 and 16. They are also in the same position as an Assistant Ministry Personnel, as they will 
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not be put in a Position of Trust. Those between the ages of 12 -16 will not count in ministry ratios.  

Temporary Volunteer: A volunteer who serves less than 2 weeks of the year, signs a Temporary 

Volunteer Application and a Volunteer Code of Conduct.  This volunteer may only work in group 

settings and will not placed in a position of trust  

Teacher, Leader or Coach Mentor: Teachers, Leaders or coaches are the titles given to Ministry 

Personnel that are put in charge of groups of children or youth within a Ministry (i.e. in Heirborn or 

VBS, the Ministry Personnel who is teacher of a group of children or responsible for a smaller group of 

children within the entire program). 

Understanding Abuse 
It is critical for us to have a clear understanding of abuse, to be familiar with the definitions used when 

referring to it. 

• Abuse is categorized as being physical, sexual, or emotional, involving neglect, harassment, improper 

touching and improper discipline. Abusers can be family members, friends, staff or individuals in 

positions of trust or authority. 

• Discrimination is differential treatment based on a personal characteristic which has an adverse impact 

on an individual or group. Examples of personal characteristics include race, ancestry, place of origin, 

colour, ethnic origin, citizenship, faith or creed, sex, sexual orientation, age, marital status, family 

status or handicap.Discrimination robs people of their dignity and their ability to fulfill their 

capabilities. It is important to note that any person or group can discriminate, and any person or group 

can be the target of discrimination.  

• Harassment is repeated subtle or overt action, particularly by a person in a position of trust which 

causes the recipient to feel attacked, demeaned, intimidated or manipulated. 

• Spiritual Abuse: We believe in the gospel of Jesus Christ and affirm the importance of Christian 

evangelism. However, we do not believe that this justifies any means to fulfill that end. Hence, we 

disavow the use of any coercive techniques or manipulative appeals that bypass a person’s critical 

faculties, play on psychological weaknesses, undermine relationship with family or religious 

institutions, or mask the true nature of Christian conversion. While respecting the individual integrity, 

intellectual honesty and academic freedom of other believers and skeptics, we seek to proclaim Christ 

openly. We reveal our own identity and purpose, our theological positions and sources of information, 

and we will not be intentionally misleading. Respect for human integrity means no false advertising, 

no personal aggrandizement from successfully persuading others to follow Jesus, and no overly 

emotional appeals which minimize reason and evidence. 

 

Child / Youth Abuse 
“Child abuse refers to an act committed by a parent, caregiver or person in a position of trust (even 

though he/she may not care for the child on a daily basis) which is not accidental and which harms or 

threatens to harm a child’s physical or mental health, or a child’s welfare.” (Faith Trust Institute, 2006) 

Emotional Abuse: 

“Emotional abuse is a pattern of behaviour that attacks a child’s emotional development and sense of 

self-worth. It includes excessive, aggressive or unreasonable demands that place expectations on a child 

beyond his or her capacity. Emotional abuse includes constantly criticizing, teasing, belittling, insulting, 

rejecting, ignoring or isolating the child. It may also include exposure to domestic violence.”  (Ontario 

Association of Children’s Aid Societies, 2017) Exposure to Domestic Violence; Children who live in 
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homes where a parent or caretaker is experiencing abuse are commonly referred to as "child witnesses" 

or "children who are witnessing" domestic violence. Children's exposure to domestic violence typically 

falls into three primary categories: hearing a violent event; being directly involved as an eyewitness, 

intervening, or being used as a part of a violent event (e.g., being used as a shield against abusive 

actions); and or experiencing the aftermath of a violent event. Children's exposure to domestic violence 

also may include being used as a spy to interrogate the adult victim, being forced to watch or participate 

in the abuse of the victim and being used as a pawn by the abuser to coerce the victim into returning to 

the violent relationship. Some children are physically injured as a direct result of the domestic violence. 

Some perpetrators intentionally physically, emotionally, or sexually abuse their children in an effort to 

intimidate and control their partner. In addition to being exposed to the abusive behaviour, many 

children are further victimized by coercion to remain silent about the abuse, maintaining the "family 

secret."  (Not Alone: You are not alone! http://www.enotalone.com/article/9996.html) 

Neglect: 

“Neglect occurs when a caregiver fails to provide basic needs such as adequate food, sleep, safety, 

education, clothing or medical treatment. It also includes leaving a child alone or failing to provide 

adequate supervision. If the caregiver is unable to provide the child with basic needs due to financial 

inability, it is not considered neglect, unless relief has been offered and refused.”  (Ontario Association 

of Children’s Aid Societies, 2017) 

Physical Abuse: 

“Physical abuse is any deliberate physical force or action, by a parent or caregiver, which results, or 

could result, in injury to a child. It can include bruising, cuts, punching, slapping, beating, shaking, 

burning, biting or throwing a child. Using belts, sticks or other objects to punish a child can cause 

serious harm and is also considered abuse.”  (Ontario Association of Children’s Aid Societies, 2017) 

Sexual Abuse: 

“Sexual abuse occurs when a child is used for the sexual gratification of an adult or an older child. The 

child may co-operate because he or she wants to please the adult or out of fear. It includes sexual 

intercourse, exposing a child’s private areas, indecent phone calls, fondling for sexual purposes, 

watching a child undress for sexual pleasure, and allowing/forcing a child to look at or perform in 

pornographic pictures or videos, or engage in prostitution.”  (Ontario Association of Children’s Aid 

Societies, 2017) 

 

Vulnerable Adult Abuse 
Vulnerable adult/elder abuse is the mistreatment of an elderly person or Vulnerable Adult by someone 

he or she should be able to rely on. 

Emotional and Psychological Abuse: 

“Emotional and Psychological abuse is any action, verbal or non-verbal, that lessens a person’s sense of 

identity, dignity and self-worth.” (Elder Abuse Ontario, 2018) It includes excessive, aggressive or 

unreasonable demands that place expectations on someone beyond his or her capacity. It includes 

constant criticizing, teasing, belittling, insulting, rejecting, ignoring or isolating, threats of withdrawal of 

services or of institutionalization.  

Financial Abuse: 

“Financial abuse is the misuse of an older adult’s funds and assets without that person’s knowledge 

and/or full consent, or in the case of an older adult who is not mentally capable, not in that person’s best 

interest.” (Ontario Seniors’ Secretariat, 2015) Financial abuse is “any improper conduct, done with or 

without the informed consent of the senior that results in a monetary or personal gain to the abuser 
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and/or monetary or personal loss for the older adult.” (Elder Abuse Ontario, 2018) 

Neglect: 

“Neglect is not meeting the basic needs of the older person/Vulnerable Adult; 

Active (intentional) neglect: the deliberate withholding of care or the basic necessities of life to an older 

adult/Vulnerable Adult for whom they are caring. 

Passive (unintentional) neglect: the failure to provide proper care to an older adult/Vulnerable Adult due 

to lack of knowledge, experience / ability or unaware of how to access local services. 

Neglect can be: Withholding care or denying access to necessary services (home care, nursing) or 

medical attention, Leaving a person in an unsafe place, Improper use of medication – over/under 

medicating, Not providing food or liquids, proper clothing or hygiene, Failure to assist with activities of 

daily living; 

Abandonment; 

Denial of a senior’s basic rights.” 

Physical Abuse/Assault: 

“Physical abuse is any act of violence or rough handling that may or may not result in physical injury 

but causes physical discomfort or pain. Physical abuse can be: punching, kicking, shoving, shaking, 

hitting, slapping, poking, burning, pulling hair, biting, pinching, arm twisting, spitting at someone, 

confining or restraining a person inappropriately.” (Elder Abuse Ontario, 2018)  

“This may include the inappropriate and/or unwarranted use of physical or chemical restraints.” (Ontario 

Seniors’ Secretariat, 2015) 

A person commits an assault when: without the consent of another person, he/she applies force 

intentionally to that other person, directly or indirectly; he/she attempts or threatens, by an act or a 

gesture, to apply force to another person, if he/she has, or causes that other person to believe on 

reasonable grounds that he/she has, present ability to effect his/her purpose; or while openly wearing or 

carrying a weapon or an imitation thereof, he/she accosts or impedes another person or begs. (Canadian 

Criminal Code) 

Sexual Abuse: 

Sexual abuse against a Vulnerable Adult is “without that person’s full knowledge and consent; it 

includes coercing an older person/Vulnerable Adult through force, trickery, threats or other means into 

unwanted sexual activity. Sexual abuse also includes sexual contact with seniors/Vulnerable Adults who 

are unable to grant consent and unwanted sexual contact between service providers and their clients.” 

(Elder Abuse Ontario, 2018) 

 

 

General Guidelines and Principles for Reducing the Risk of 

Abuse 
The following are general guidelines and principles reflected in this document: 

• When RISK increases, supervision should also increase. 

• RISK increases as isolation increases.  

• RISK increases as accountability and adherence to policies decrease. 

• RISK increases when there is an imbalance of power, authority, influence and control between a 

potential abuser and potential victim. 
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Protecting through Implementation and Training  
Recruitment and Screening Procedure: 

Ministry Personnel in a Position of Trust Recruitment Procedure  : 

1. Volunteer Positions available will be advertised through the church bulletin, and by Ministry Leaders.   

2. Prospective Ministry Personnel are to submit to the recruiting and screening process, and meet the 

qualification for ministry as directed by the Ministry Leaders by completing the following: 

a) Initial approval for granting application is given by pastoral staff. 

b) Ministry Personnel Application Form (see “forms”) is submitted to the Ministry Lead or Pastoral 

Staff.   

c) Position of Trust check (or Police Check, including a vulnerable sector scan) and signing the 

Ministry Agreement form and Covenant of Care and adhere to the Volunteer Code of Conduct  

d) Reference Check (either from previous church or from 2 individuals) 

e) Ministry Interview 

f) A six month waiting period. Ministry training may start before the 6 month waiting period is over 

but volunteers will not be placed in a position of trust. Those transferring from another 

organization will be subject to the same waiting period.  

g) Attend Training (Initial HCOM Training and yearly refresher and ministry specific training days) 

h) Final approval is given by the Ministry Lead and the Leadership of Huron Chapel EMC  

3. This process must be completed before applicant is placed in a Position of Trust.   

4. All Ministry Personnel Files must be kept with church records, and are to be kept permanently and 

updated as required. 

Qualifications for Ministry Personnel in a Position of Trust : 

1. A Huron Chapel member in good standing / Ministry Personnel will be members or Adherents in good 

standing at Huron Chapel EMC who support the doctrines, direction and bylaws of the church. 

2. Criminal Records Check / Individuals who have been accused, convicted of, or are under suspicion of 

crimes against children and/or youth, or those who have been convicted of violent crimes or other 

relevant crimes will NOT have any involvement in ministries or programs in which children, youth or 

vulnerable persons participate.  Individuals will not be able to serve I a portion of trust until the initial 

record check has been approved.  Subsequent record checks will be redone every 4 years.  

3. Plan to Protect training / All volunteers are required to attend H-COM training.  

4. Volunteers are encouraged to serve with in their God given passions, gifting and experiences, serving 

in their chosen area and level of service  

 

 

Recruitment Procedures for Student / Temporary Ministry Personnel: 

1. Complete and Sign a Student Ministry Personnel Application form or the Temporary Volunteer form, 

(see “forms”). 

2. Signs the moral and ethical code, (see “forms”) 

3. Understands that they will not be placed in a position of Trust  
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4. Attend training (Initial HCOM Training and yearly refresher). 

5. Attend all HCOM specific ministry training at the beginning of the ministry year. 

6. Follow instructions of those leading the ministry in which they are serving. 

Qualifications for Student / Temporary Ministry Personnel: 

1. One who realizes that they will be perceived as a moral responsible adult to those they are 

volunteering with and will sign and follow the follow the Volunteer Code of conduct.  

2. One who follows instructions and communicated with leaders and other team members with the goal 

of making the best experience for everyone involved.   

 

Information Collection Policy 
1. All applicants must know the reason for any collection of personal information. 

2. All information must be kept confidential and secure to ensure confidentiality. 

3. Huron Chapel must maintain, protect and keep permanent records of all Ministry Personnel.   

4. All information must be updated as required by legal standards. 

 

Ministry Application Form will include:  
1. A reason why the information is being collected. 

2. A witness verification.  

 

Application Forms may be picked up from a Ministry Leader or Pastoral Staff. 

Application Forms will be kept confidential and will be available to the Ministry Lead, Ministry Team 

Leaders and to Church Leadership. 

Completed Ministry Personnel Application Forms are to be kept the the person’s file and kept 

permanently and in a secure location. 

 

Reference Checks for Ministry Personnel 
Ministry Personnel applicants are to provide 3 references and a signed liability release before references 

can be conducted.  

Adult applicants: 

References cannot come from immediate relatives (i.e. husband, wife, parent) but can be obtained from 

a pastor, employer, close friend or teacher. 

Student applicants: 

References may have come from a relative but should also include a pastor, employer or teacher.   

If available, the best references are from other churches or charities where the applicant has worked with 

minors.   

Procedure: 

Reference checks are only to be made by approved Designated Screening Personnel as determined by 

the Ministry Lead. Often these will include the Ministry Lead and Ministry Team Leaders. All Ministry 

Personnel approved for doing reference checks will be identified in the Ministry Personnel File as 

Designated Screening Personnel and will be trained to complete the following: 

1. Explain who you are and the reason for the phone call. 
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2. Ask how long the reference has known the applicant and the nature of the relationship.  

3. Ask, "How would you best describe the applicant’s strengths and weaknesses? (What is a significant 

accomplishment that you have observed the candidate has made?)" 

4. "What are the top three strengths of the candidate?"  

5. "How would you rank the candidate (1 being intensely low and 5 being intensely high) in the 

following areas?" (If the referee assigns a #1 or a #5, ask for clarification why the intensely low or 

intensely high ranking.) 

A. Making sound judgment calls 

B. Ability to influence others in a positive manner 

C. Ability to prioritize the care and development of children 

D. Ability to display energy at all times 

E. Ability to work well within a team setting 

F. Ability to work independently 

G. Ability to stay on task and be organized 

6. "What three primary ways or opportunities do you believe the candidate needs to grow and develop 

in?" 

7. "Would you have any concerns with the applicant working with children, youth or vulnerable 

people?" 

8. "Would you entrust your children into the care of this individual? If 'no', why not?" 

9. Thank the reference for their time. 

10. Record all information in the applicant's Ministry Personnel File.   

 

Ministry Interview 
The interview is an opportunity for the Ministry Lead and the applicant to dialogue together about 

ministry expectations, the reason for protection policies, and to answer any questions regarding ministry 

at Huron Chapel.   

This is an opportunity to get to know the applicant better and for them to get to know the church better. 

This interview must be done in person, and notes taken, dated, and signed. These interviews will be 

conducted by the Ministry Lead and kept in the applicant's Ministry Personnel File. 

 

Interview Questions and Procedure: 

 

1. What prompted you to be interested in serving with us at Huron Chapel? 

2. Are there any ministries in particular that interest you? Why do these stick out to you? 

3. Review the Ministry Application with the applicant; highlighting their story of salvation, what 

brought them to Huron Chapel, past ministry experience, their gifts, abilities and strengths, passions 

that God has given to them in ministry areas.  

4. Review confidentiality information in Ministry Personnel Application and what that means.  

5. Ask if they have any questions.   

6. Ask about what kind of time commitment they have and if they are serving elsewhere.  

 

 

Position of Trust Check (Police Check) 
Requirements: 
1. The initial criminal record check must be done through the local police detachment.  The check must 

include a Vulnerable Sector Check and a Criminal Record Check. 

2. Police Checks will be renewed every 4 years and can be done by Pastoral staff certified to check 
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Identification and submit files. 

3. Police Checks are required for all Ministry Personnel over 16 years of age and will be kept on file 

permanently.  

4. If a CPIC check or Vulnerable Sector Check is returned “NOT CLEAR” the prospective candidate 

will be asked to do one of the following: 

1. either submit to a Criminal Record Check with fingerprinting verification and submit to disclosure 

and verification of the crimes committed that he/she has been convicted of; OR  

2. withdraw their application from serving in a position of leadership or a Position of Trust with 

Children, Youth or Vulnerable Persons. 

Huron Chapel requires Position of Trust Checks, not because we do not trust perspective applicants, but 

for the protection of all who attend our church. We are demonstrating Due Diligence and to comply with 

Insurance company regulations.  

 

 

Huron Chapel Operations Manual (HCOM) Training  
 

HCOM is the Huron Chapel Operations Manual which provides all Ministry Personnel with training 

information.  H-COM is based on Plan to Protect "best practice" health and safety standards. 

(WinningKids.ca / PlanToProtect.com) 

 

1. Abuse prevention education and training is required for all Ministry Personnel serving at Huron 

Chapel and will be provided on a yearly basis by the Ministry Leader. This can happen either 

through the yearly workshop or by video provided.   

2. Attendance will be recorded at all ministry training courses or by watching provided training and will 

be noted on individual Ministry Personnel records.  This will include online courses and off-site 

courses taken.   

3. Ministry Specific workshops will be provided at the beginning of the ministry year for each ministry 

and will happen on an annual rotation. The Ministry Lead will strive to offer a variety of ways for an 

individual to complete this course.  These courses are required and attendance will be taken.   

4. Courses will be led by the Ministry Lead or approved personnel.  

 

 

Approval Process 
 

1. All Ministry Personnel must be approved by the Ministry Leader in conjunction with the pastoral 

staff and the elders board that they will be serving under (i.e. Children and Youth Ministry Team 

Leader approves all personnel for children and youth ministry). This approval will be recorded and 

dated in their Ministry Personnel File.  

2. Workers may serve while the approval process is underway but may not serve in a Position of Trust. 

They will only have limited access to groups of children, youth or vulnerable persons and will be 

under supervision by other Ministry Personnel at all times.  

3. All recruitment forms will be completed and signed (Statement of Faith, Confidentiality Agreement, 

Ministry Personnel application form, Ministry Interview completed, Reference Checks completed, 

and plans to attend/or completion of HCOM Training). 
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General Protection Procedures  

Filing and Storage of Information: 

All information obtained by Huron Chapel EMC will be stored via the original copies and secondary 

online copies (Elvanto). Once per year an online copies will be made either via scanning and storage of 

information, and by downloading and printing and scanning all obtained information that was secured 

online in Elvanto. 

 

All paper copies of information will be stored on file permanently in a secure lockable filing cabinet, or 

lockable area. Access will only be given to Huron Chapel EMC staff members, Huron Chapel EMC 

Ministry Leads and Ministry Team Leaders. Information remaining on site will always be in a locked 

secure location. Excess or additional copies of information that do not require filing will be destroyed 

immediately. 

 

All digital copies of information will be stored in one of two ways. Scans and forms filled online will be 

stored on a hard-drive which will be kept in the same location as our paper files, in a locked and secure 

location. Access to this hard-drive will also only be given to the persons listed above. The second way 

information is stored is in our online database known as Elvanto. Information stored in Elvanto is 

secured through off-site database storage, and secure online passwords. Access to sensitive information 

(i.e. information besides names and addresses) will only be given to website administrators who are staff 

of ministry leaders. Any other information on this database website is only accessible to church 

members and volunteers, and is limited based on their serving position (i.e. Ministry Team Leaders are 

able to see address and contact information for Members of their team, Small Group Leaders are able to 

see address and contact information for members of their Small Group, etc.). Passwords and access to 

this information will be given on a case-by-case basis, and will be determined by the database 

administrators (Staff and Ministry Leaders ). 

 

Elvanto: 

As stated above, Elvanto is a church database website. It is an online church management website 

provided via a paid subscription. This website is secured via passwords and offsite database storage. 

Elvanto is used for volunteer management, program management, attendance records, service planning 

and management and more. Access to Elvanto will be limited and determined on a case-by-case basis. 

Training and procedures related to Elvanto will be provided by the Ministry Lead and provided on a 

case-by-case basis. Video and in-person training will be provided. 

 

Protection Plan 

Supervision of Ministry Personnel and Ministry Team Leaders: 

The Ministry Lead and Ministry Team Leaders will conduct formal and informal visits to classrooms 

and programs. This is to encourage, coach and give direction and assistance where needed. It is to 

promote trust, accountability and to develop a team-oriented style of ministry.  

 

ALL Ministry Personnel will be made visible via a name-tag to show what type of Ministry Personnel 

they are (Full Ministry Personnel, Assistant or Student). This is to be able to identify who is approved to 

be serving and who can/cannot be in a Position of Trust.  



 

March 2020 Edition  
16 

Program Maintenance: 

Each year an annual strategy is put in place which will include rooms needed, equipment needed, 

curriculum to be taught, lists of approved Ministry Personnel and safety and security procedures. The 

previous year’s strategy will be reviewed during this time. This review is completed so that we make the 

best use of our facilities, and that all Ministry Team Leaders are aware of others who will also be using 

the facilities. Ministry Team Leaders will also perform semi-annual Hazard and Safety Checks to ensure 

safe and hazard free program environments. 

Sign In and Child Information Centre: 

1. The Sign In Desk is where parents/guardians will drop off their children and notifications, 

schedules, procedures and other important information will be posted. 

2. Desk Monitors will be responsible for receiving and releasing children via the Elvanto system (see 

below for guidelines). 

3. Desk Monitors will be responsible for ensuring sign in and out via Elvanto for children, Ministry 

Personnel and Occasional Observers.    

4. Desk Monitors will be responsible for having parents/guardians fill out registration forms, 

medication forms and noting allergies on the child’s information sticker in Elvanto.  

5. Desk Monitors will routinely check classrooms, nurseries, washrooms, the portable, the gym and 

the lower parking lot during their shift.   

6. Desk Monitors will assist Teachers and Ministry Personnel when needed by assisting children to the 

washroom (following washroom procedures listed below).  

 

Registration Forms and Personal Information Protection  

On-site Activities Electronic Registration Process 

Registration for organization’s weekly, bi-weekly and monthly regular activates will be facilitated by 

Elvanto.  Parents/guardians will be required to complete a yearly release and permission form.   

Attendance 

Attendance is to be taken each time a group or program is in session, including the date, classroom, 

age/grade of Children, Youth, or Vulnerable Adults, participant’s first and last name, full names of all 

Ministry Personnel and Occasional Observer attending on that date.  

Huron Chapel’s electronic data base registration/check in system (Elvanto) will be utilized to facilitate 

this process on all activities and programs facilitated on-site.  

The Parent/Guardian or student will generate an electronic name tag for all programs/activities, which 

will indicate attendance in program.  Note: a duplicate tag is generated to be retained by the 

parent/guardian for time of pick up. 

Electronic back up of all data and information is completed on an annual basis and a back-up copy is 

retained annually on a back-up drive and stored in a locked file drawer. 

Ministry Personnel Identification 

All Ministry Personnel, when serving, are to wear a name tag that clearly identifies them to Parents, 

Children and others. 

Occasional Observers 

Occasional Observers who join a group of Children or Youth will have their attendance recorded and 
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kept on file with the group attendance for that day.  Visitors will be clearly identified, their attendance 

recorded and given a name tag. If they have not been screened and approved, they will not be placed in a 

Position of Trust with Children or Youth. 

Discipline & Classroom Management 

The following form of punishment will not be permitted: 

• corporal punishment of a Child by Ministry Personnel (Staff or Volunteer) 

• deliberate harsh or degrading measures that would humiliate a Child/Youth or undermine their self-

respect 

• deprivation of a Child of basic needs  

• locking or confining a Child, Youth or Vulnerable Adult in a room separate from others 

 

All discipline and group management will be conducted in a loving and caring environment.  All 

attempts will be made to prevent discipline problems from arising and to avoid the need for remedial 

discipline.  All attempts to provide discipline are to adhere to the following: 

Preventive Discipline: 

• Create a loving, caring atmosphere, 

• To gain respect, you must grant respect, 

• Model self-discipline and structure in your own life, 

• Prepare exciting and interesting activities with short transitions in between, 

• Arrange your environment in an age-appropriate way and for learning, 

• Establish and communicate realistic expectations for the Children/Youth, 

• Be sure the activities that you provide are meaningful and age-appropriate, 

• Be fair and consistent with all Children/Youth, 

• Be sure your focus is on positive actions and reward positive behaviour, 

• Be aware of Children/Youth with special needs and bring their needs to the attention of the Ministry 

Lead. 

Remedial Discipline: 

• Deal with problems individually, 

• Explain to the Child/Youth why the behaviour is unacceptable and instruct them how to do it 

correctly, 

• Redirect the Child/Youth to positive action, 

• Explain the consequences of unacceptable behaviour by defining the correct way to behave as well as 

the result of the wrong behaviour, 

• Offer choices that are acceptable to both you and the Child/Youth. 

 

Group rules will be established to clearly communicate the expectations required of Children and Youth.  

Some suggested rules are: 

• One voice talking at a time, and always use inside voices, 
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• Use good manners, 

• Respect each other, 

• Quiet hands get answered, 

• Obey directions the first time, 

• Keep your hands and feet to yourself, 

• Be friendly. 

Anti-Bullying and Zero Tolerance 

Our Children, Youth and Vulnerable Adults have a right to a caring, respectful and safe church 

environment. An anti-bullying policy will therefore be in effect at all times and will be clearly 

communicated and enforced among participants and Ministry Personnel.  All Ministry Personnel will 

take action to prevent bullying, teach against it, and assist and support Children, Youth and Vulnerable 

Adults who are being bullied.  Bullying in any form will not be tolerated.  

Bullying is defined as unwanted, aggressive behaviour that involves a real or perceived power 

imbalance and is repeated or has the potential to be repeated.  

Types of Bullying: 

• Verbal Bullying  

• Social Bullying  

• Physical Bullying 

• Cyber Bullying 

• Racial Bullying 

• Homophobic Bullying 

• Sexual Harassment 

Procedure for Dealing with Bullying: 

Any incidents, reports or suspicions of bullying will be acknowledged, reviewed and dealt with 

appropriately and immediately.  All incidents, reports or suspicions will be reported immediately to the 

Ministry Lead. 

 

Appropriate action will take place based on the situation. Possible action may include, but is not limited 

to: 

• Complete an Incident Report (see forms) after each incident 

• Notify both sets of Parents after each individual incident 

• Provide a warning that bullying will not be tolerated 

• Suspension for one day/event if bullying persists 

• Suspension for three days/events after next incident 

• Prohibit the Child/Youth from participating if the bullying does not stop 

• If necessary/appropriate, contact and consult with police. 

Contacting Opportunities 

Ministry Personnel are encouraged to meet with Children, Youth and Vulnerable Adults only during the 
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parameters of ministry programming. 

 

Ministry Personnel are to avoid any activity that would involve isolation: instead, preferably always 

meet in group settings with another team member present.   

 

The Ministry Lead must pre-approve Ministry Personnel to do one-on-one mentoring or counselling 

activity. One-on-one mentoring sanctioned by the church must be done in public settings and only under 

the following conditions: 

• the Ministry Lead is informed of the time and place of the meeting prior to the meeting, 

• parental permission is granted with written documentation, 

• separate transportation is arranged (avoiding isolation),  

• documentation is maintained and filed including written permission from Parents and notification to 

Ministry Lead.  

 

Off-site Activities Registration 

Registration Forms (see forms) will be available for activities where Children and Youth are 

participating.  A release and permission statement will be included on all participation forms releasing 

Huron Chapel from unforeseen and accidental injuries along with contact information in case of an 

accident.  A statement will be included on all Registration Forms which stipulate the purpose and extent 

for collecting personal information of Children/Youth and our commitment to protect the personal 

information on the forms.  Registration will include all details, departure times, what is needed and not 

needed for this activity, rules and expectations, location of activity, and return times.   

Forms are to be copied and the copies taken on all off-site events in case emergency medical assistance 

is required and the parent cannot be notified.  Original forms are to be filed and kept permanently in a 

secure location. 

The Registration Form will not replace specific consent and authorization forms for activities that 

involve an elevated level of risk. 

It is the responsibility of Ministry Personnel and their teams to ensure that forms are completed and 

submitted for all participants.   

Reasonable effort is to be made to keep registration information updated and current. 

Registration Forms must be kept permanently under lock and key. 

 

Child and Youth Protection Procedures 
The following procedures are in place for Nursery, Sunday School, Heirborn, Vacation Bible School, 

Youth and all other children’s and youth ministry programs designated for Children birth to grade 

twelve. 

 

Child Protection Procedures  

Ministry Personnel / Child Ratios 

Room settings should comply with established ratios for Ministry Personnel and Children at all times.  

Established ratios are: 

• One Ministry Personnel for every 3 infant (birth to 15 months old) 

• One Ministry Personnel for every 5 pre-schooler (15 months old to 5 years of age) 

• One Ministry Personnel for every 7 elementary age child (6 years old to gr. 6) 
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All of these ratios area apply only when there are Desk Monitors on duty to assist ministry personal.  If 

there is no Desk monitor available each ratio will double (i.e. Two ministry personal for every 6 infants). 

• Ratios for off-site trips should be two Ministry Personnel for every 10 Children, OR half of 

recommended classroom ratios stated above. 

Supervision of Children 

To provide adequate supervision of Children, one of the following must be in place: 

• A minimum of two (2) unrelated Ministry Personnel present for supervision, except in the event of an 

emergency; OR 

• One (1) Ministry Person present with the door open with Desk Monitors circulating periodically from 

room to room 

Ministry Personnel between the ages of 11 and 16 may assist only under adult Ministry Personnel 

supervision.  Ministry Personnel must be 16 years of age or older to supervise Children and Youth alone 

in a room.  In both situations, the door must remain open with Desk Monitors circulating periodically 

from room to room. 

Receiving and Releasing Children 

For Children Birth to Kindergarten (up to and including age 5): 

• The receiving and releasing Children under the age of 6 will be closely monitored. Mandatory sign-in 

procedures will be followed at the sign in Desk 

• Children are not to be dropped off or left in a room without Ministry Personnel present. 

• Children will only be released into the care of the Child’s Parent or designate with an Elvanto security 

number. 

• Parents and visitors are not to enter the nursery or preschool area when picking up their Child unless 

requested to do so. If they do enter this will be recorded on the attendance record.  

For Children Grade 1 to 4 (ages 6 to 10): 

• Children are to be received in the designated room by Ministry Personnel. 

• Children are not to be dropped off or left in a room without Ministry Personnel present to receive 

them.  

• Children will only be released into the care of the Child’s Parent or designate with an Elvanto security 

number. 

For Children Grade 5 to 6 (ages 10 to 11): 

• Children are received in the designated room by Ministry Personnel.  Children are not to be dropped 

off or left in a room without Ministry Personnel present to receive them. 

• Children may be released on their own or be picked up by a Parent. 

Washroom Guidelines 

Parents are to be encouraged to deal with their Child’s toileting needs prior to the start of each program 

or worship service. 
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For Nursery: 

Parents will be paged to care for child’s toileting needs. 

For Preschool Children: 

• Washroom monitoring will be done by female ministry personal  

• Preschool Children are not to go to the washroom alone. 

• One Desk Monitor will escort the child to the washroom.  Desk Monitor will check the washroom to 

ensure it is not in use by others at the time and then remain outside the door of the washroom while 

child is in there and ensure that others do not enter the washroom.   

• Ministry Personnel are never to be alone with a Child in an unsupervised washroom and they are never 

to go into a cubicle with a Child and shut the door. 

• When a preschool Child needs assistance in a washroom, Ministry Personnel may only enter the 

washroom cubicle to assist following these guidelines: 

• The outside washroom door must be propped open and the Ministry Personnel must stand in an 

open cubicle, 

• The second Ministry Personnel (or Desk Monitor) must be at the outside washroom door with line 

of sight on the Ministry Personnel offering assistance. 

• Ministry Personnel will take into consideration the privacy of the Child. 

For Elementary Children: 

• Washroom monitoring will be done by female ministry persona 

• Elementary Children are not to be sent to the washroom alone but should be accompanied by a buddy 

and a Desk Monitor. 

• Ministry Personnel will escort the Children to the washroom, prop the door open and remain outside 

the washroom door to wait for the children before escorting them back to the room. 

• Ministry Personnel are not to be alone with Children in an unsupervised washroom and are never to 

enter a cubicle with a Child and shut the door. 

Architectural Precautions 

• Recognizing that there are many storage areas within the church, elevated precautions will be taken to 

monitor these areas.  Storage closets and doors must be locked at all times except when in use.  When 

doors are unlocked, additional Hall Monitors will be on duty to monitor these areas.   

• All windows in doors in Children’s program areas are never to be covered in any way so to keep clear 

sight lines into rooms.  

• Nursery doors are to be secured from the inside. 

• All electrical outlets are to be kept covered when not in use. 

• Doors of rooms and closets must be locked when not in use during children’s programs. 

Proper Display of Affection with Children 

Appropriate Touch: Recognizing that Children need appropriate displays of affection that reflect pure, 
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genuine and positive displays of God’s love, appropriate touch of Children will be age and 

developmentally appropriate.  We encourage Ministry Personnel to: 

• hold a preschool Child who is crying, 

• speak to a Child at eye level and listen with your eyes as well as your ears, 

• hold a Child’s hand when speaking, listening or walking with him/her to an activity, 

• gently hold the Child’s shoulder or hand to keep his or her attention while you redirect the Child’s 

behaviour, 

• put your arm around the shoulder of a Child when comforting or quieting is needed, 

• pat a Child on the head, hand, shoulder or back to affirm him or her. 

• All touch must be done in view of others. 

 

Inappropriate Touch: Recognizing that the innocence of Children must be protected, certain actions are 

deemed inappropriate and will not be permitted. Ministry Personnel are not to: 

• kiss a Child or coax a Child to kiss you, 

• engage in extended hugging and tickling, 

• hold a Child’s face when talking to or disciplining the Child, 

• touch a Child in any area that would be covered by a bathing suit (strictly prohibited except in cases of 

diapering and assisting preschoolers as outlined in washroom procedures), 

• carry older Children or allow them to sit on your lap, 

• have prolonged physical contact with a Child. 

• Ministry Personnel are not to be left alone with a child. 

 

 

 

 

 

 

 

 

 

 

Youth Protection Procedures 
The following policies and procedures are in place for Youth Group, Youth Events, Sunday School, 

youth mentoring, and all youth ministry programs designated for Youth 12 – 18 years in age.   

Lifestyle 

For the protection of our Youth, Ministry Personnel are to be committed to growing in every area of 

their lives through engaging in various practices and experiences that keep them connected to God and 

becoming more like Christ. 

 

Ministry Personnel are to be role models of integrity at all times.  They are to refrain from activities that 

are illegal or could be considered morally and biblically questionable. As part of their application 

process they will sign the Moral and Ethical code for Ministry Personal.  
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Ministry Personnel / Youth Ratios 

Programs for Youth should comply with the following established staffing ratios: 

• Two Ministry Personnel for every 18“ Jr. High” Youth (gr. 6 to 8) 

• Two Ministry Personnel for every 20 “Sr. High” Youth (gr. 9 to 12) 

• For high-risk activities, ratios should be adjusted to two Ministry Personnel for every 18 Youth 

Supervision of Youth 

• There must be at least two (2) unrelated Ministry Personnel at all events.  Events with mixed genders 

must be supervised by both male and female Ministry Personnel. 

• There will be at least a five (5) year age difference between Ministry Personnel and the Youth they 

supervise. 

Physical Contact with Youth 

Physical contact guidelines are included in the youth code of conduct signed every year by students and 

their parents/guardians as part of their registration package. (see forms)  

 

Ministry Personnel must limit physical contact with Youth to what constitutes appropriate touch, such 

as: 

• One arm hugs 

• Shoulder to shoulder hugs 

• Touch on the back or shoulder 

 

Ministry Personnel must refrain from inappropriate touch at all times, such as: 

• Chest-to-chest hugging 

• Extended hugging 

• Over exuberant affection 

• Lap sitting 

• Kissing 

• Touching of thighs, knees, back rubs or inappropriate spots of the body 

 

Ministry Personnel must be cognizant of, and refrain from, conduct that could be misinterpreted, such 

as: 

• Horseplay 

• Tickling 

• Extended back-rubs 

Dating 

Ministry Personnel working with Youth may not pursue a dating relationship with a Youth. This 

includes sexual or flirtatious activity of any kind (including kissing, touching, sexually or romantically 

suggestive speech, or anything that could be interpreted as flirtatious). 
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Vulnerable Adult Protection Procedures 
 

The following procedures are in place for programs and ministries where Vulnerable Adults are in 

attendance and/or for opportunities where Vulnerable Adults are visited and ministered to.     

Ministry Personnel/Vulnerable Adults Ratios 

Programs for Vulnerable Adults must comply with the following established staffing: 

One Ministry Personnel for every 10 Vulnerable Adults for on-site programs 

One Ministry Personnel for every 5 Vulnerable Adults for off-site trips and activities 

 

There must be at least two (2) unrelated Ministry Personnel at all events and for all visitation including 

home, nursing centre visits and hospital visits or the door must remain open with family members, 

nursing staff, or caregivers in the home or facility.   

Supervision of Vulnerable Adults 

Events with mixed genders must be supervised by both male and female Ministry Personnel. 

Caution and professional attitudes are to be observed in all interactions. 

Pastoral ministry should be limited to the professional section of the church (e.g. office or board room) 

or in a public place, e.g. coffee shop. 

When visiting Vulnerable Adults in private homes, hospitals and nursing centres, please ensure that a 

family member or personal care giver is also present, or conduct visitation in teams of two adults.  In 

hospitals and nursing centres do visitation in teams of two or leave the door open.  Avoid scenarios 

where you are left alone with Vulnerable Adults. Record date when visited and anything significant that 

happened while visiting. 

 

Social Media, Computers, and Photography 

Computers, Internet and Social Media: 

1.Church owned computers accessible to the general public will be placed in open areas where the 

screen is easily visible. Browser history will be set to record sites visited. 

2.Internet filters will be installed on each computer to limit access to adult content.  

3.The office administrator will appoint an authorized computer systems individual who will periodically 

review the browser history as well as the documents downloaded for questionable material.  

Social Media/Text Messaging: 

Social Media, as well as email and texting, will be used to improve communication promoting and 

advertising church activities.  Ministry Personnel will refrain from using Social Media networks for 

relationship-building, particularly with children and youth. 

 

Communication with children 13 years of age and under is prohibited with the exceptions as 

stated below: 

1. Ministry Personnel may communicate with children via email with written parental permission (on 

the registration form), and carbon copy (CC) parents/guardians on all emails.  

2. Ministry Personnel will not initiate contact with children or youth under the age of 13 via text or 
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using Social Media.  

3. Mass communication (i.e. emails, group texts, event promotion, etc.) should be copied to your 

Ministry Leader. Private communication (i.e. direct messaging, phone calls, texts, etc.) should be 

copied to your Ministry Leader whenever concerns are raised (i.e. suspicious content, sexual 

messages, questioning beyond exchange of event/program information, etc.). 

 

Communication with youths 13 years of age and older via social media, telephone and texting is 

permitted under the following conditions:  
1. Communication with a youth via email, text, or online social networks will be monitored closely and 

only used with written parental permission (on the registration form).  

2. Ministry Personnel will limit their online communication with youth via Social Media to daytime 

hours (8 a.m.-9 p.m.). 

3. Online communication will not involve video messaging (FaceTime, Skype, etc) in any form.  

4. Ministry Personnel will ensure that all online communication with youth is done in view of other 

people (group pages, group texts, wall-to-wall) and/or copied to their parent/guardian. Mass 

communication (i.e. emails, group texts, event promotion, etc.) should be copied to your Ministry 

Team Leader. Private communication (i.e. direct messaging, phone calls, texts, etc.) should be 

copied to your Ministry Team Leader whenever concerns are raised (i.e. suspicious content, sexual 

messages, questioning beyond exchange of event/program information, etc.). 

5. Youth Ministry Personnel will agree to allow a significant other or Ministry Team Leader access to 

their Social Media networks in order to facilitate regular supervision should suspicions arise. 

6. No communication between a Ministry Person and youth of the opposite gender should take place in 

any form unless another Ministry Person is added to it (e.g. email "c.c." or added to chat). 

7. Church Members, Adherents and Ministry Personnel are encouraged to demonstrate and model 

purity, integrity, transparency and accountability with all communications including those noted 

above. If in the rare occasion a conversation moves beyond communication of information, the 

Ministry Lead will be notified immediately and a copy of the conversation is to be printed and 

submitted to the Ministry Lead and kept in their Ministry Personnel File.  

Photography and Video Taping: 

With a desire to capture on film memorable moments at Huron Chapel, photography and videotaping 

will be closely monitored by the Children, Youth and Family Ministry Lead. The following guidelines 

must be followed: 

 

1. Photography and videotaping will be done by a designated Ministry Personnel who has been 

screened and trained in Child/Youth protection procedures.  

2. For public church services/activities (including services where videotaping will be done in the 

sanctuary) it is required that signage be posted notifying those in attendance that the 

service/activity will be captured on film. Individuals can either stay out of the line of the camera 

or, if necessary, opt out of the activity/service. 

3. For all Children and Youth ministry activities and programs, parental permission must be secured 

prior to taking photographs of the children or youth. Parental permission will be secured on an 

annual basis on the registration forms. 

4. Children and Youth that are not to have their picture taken will be clearly identified on their 

registration sticker or their name tag. 

5. No photographs will be tagged or labeled with the name of a Child/Youth at any time, including 

but not limited to: bulletin boards, newsletters, websites, and/or church bulletins.  
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6. When archiving and filing photographs and video shots of Children and Youth, only those with 

written Parental permission can be kept for future use. Written permission forms must be kept 

permanently on file in the church office. Archived photos should be labeled and cross-referenced 

with Parental permission form.  

 

High Risk Activities and Off-Site Activities: 
All high risk and off-site activities must be pre-approved by pastoral staff and reported to the Elder 

Board.   

Parents will be notified at least three (3) weeks prior to the outing utilizing the Letter of Informed 

Consent (see forms) detailing trip particulars and written consent and medical release. Forms must be 

kept in the Ministry Lead’s possession during off-site activities with a copy of the completed forms filed 

in Organization’s office.  The originals are to be kept on file permanently. 

Supervision  

All off-site activities are to be supervised by a minimum of two (2) unrelated adult Ministry Personnel.  

Off-site activities with mixed genders must be supervised by at least two (2) unrelated, adult Ministry 

Personnel of opposite gender. 

Shower and Change Room Guidelines 

• Two adult Personnel must be present together in the dressing or locker room with Children/Youth 

while they are showering or changing; screened Personnel must not be alone with Children/Youth in 

this setting. 

• Out of respect for the Children/Youth, and to maintain a high standard of professionalism, Personnel 

will announce their arrival prior to entering a dressing or locker room. Personnel are not permitted to 

change or shower at the same time as Children or Youth. 

• Separate facilities should be designated for both genders or, if these are not available, separate 

showering / changing times will be arranged. 

• If a Child is too young or is unable to dress him/herself, he/she should be aided by a Parent /guardian 

or their designate. 

• Appropriate facilities should be provided where Parents, guardians and/or attendants can assist 

Children in getting dressed. 

• If assistance in the dressing room is requested from someone other than a Parent or guardian, attendant 

or Child, Personnel must only assist within sight of other Personnel or Parents and in a manner where 

only necessary physical contact occurs. 

• The use of photographic or video recording devices, including cell phones, is prohibited in dressing or 

locker rooms at all times. 

Retreats and Overnight Events: 

All retreats and overnight events must be pre-approved by pastoral staff and reported to the Elders 

Board. Proper written consent and medical release, utilizing the Registration and Consent Form (see 

forms), is required for each Child or Youth participating in overnight events.  Forms must be kept in the 

Ministry Lead’s possession during trips and events and a copy filed in the office Manager’s office at the 

church.  The originals are to be kept on file permanently. 

• All overnight activities with mixed genders must be supervised by at least two (2) unrelated adult 
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Ministry Personnel of opposite gender.   

• There must be a minimum ratio of two (2) Ministry Personnel for every ten Children or Youth.   

• Ministry Personnel are to be assigned a specific group of Children or Youth whom they are 

responsible to supervise.   

• Female Ministry Personnel will be assigned responsibility for female Children / Youth and male 

Ministry Personnel will be assigned responsibility for male Children / Youth. 

• Youth attending retreats and overnight events will not be allowed to leave the event.  Any exceptions 

must be added to the permission form signed by the Parent. 

• Female and male Youth are not allowed in each other’s rooms or tents for any reason during retreats 

and overnight events and they are not permitted to sleep in mixed company. 

• All Personnel travelling with Children and Youth must complete the screening and training process 

outlined in this policy prior to departure. Screened and trained Ministry Personnel who are placed in a 

position of trust with Children and Youth must have completed the whole approval process . 

• Hotel rooms are to be all together in one wing of the hotel or motel; leaders will request (if available) 

suites with two or three bedrooms per suite and assign two Children/Youth to a separate room, set 

apart from the two adult screened Ministry Personnel; or, 

• Assign two unrelated adult Ministry Personnel to a hotel room with two or more Children/Youth; and, 

• Ministry Personnel are never to be alone in a room with a Child or Youth. 

• Children/Youth must always be housed in small groups of the same gender. Children/Youth should 

not be left alone in hotel rooms. At no time should Personnel sleep in the same bed with a Child, 

Youth or Vulnerable person. 

• Curfews should be established and enforced. 

Billeting and Hosting: 

• For the protection of our Children and Youth, it is required that all adults residing in the home where 

billets are provided must complete the following screening process prior to hosting. Screening 

includes: Recommendation from a pastor/senior leader, and, Criminal Records Check 

• Information guidelines are to be distributed to host homes no less than one week in advance of the 

Children/Youth arriving at their home. 

• Any allergies and medications for Children/Youth should be communicated to the host home prior to 

arrival, with clear directions on how to manage allergies and/or medications. 

• Children/Youth must always be billeted in teams or small groups of the same gender, they should have 

distinctly separate sleeping arrangements from the household members and should not be left alone. 

• Curfews should be established and enforced when Children/Youth are being billeted. All 

Children/Youth staying in host homes are to be informed of proper etiquette and curfew guidelines. 

Transportation: 

When planning off-site activities, Parents are to be encouraged to drop off and pick up their Children 

and Youth at the event location. For out of town events, commercial school carriers are to be used 

whenever possible. 

 

Our first concern in transportation is the safety of our Children and Youth. Drivers must obey all the 
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rules of the road including the speed limits. Reckless or unsafe driving will not be tolerated. 

 

When not using commercial carriers, all Ministry Personnel drivers transporting Children and/or Youth 

during Organization activities must complete the following prior to the event: 

• be pre-approved by the Ministry Lead, 

• provide a copy of their valid driver’s license, 

• provide a copy of their current automobile insurance policy, and, 

• have a minimum of five (5) years' driving experience in good standing. 

In addition: 

• The number of occupants in vehicles transporting Children, Youth and Vulnerable Adults during 

Organization sponsored activities must not exceed the number of seat belts and each passenger must 

be in age-appropriate safety restraints.  Seat belts must be worn by everyone and remain fastened at all 

times the vehicle is in operation. 

• Children, Youth and Vulnerable Adults must never be left alone in a vehicle.  

• Drivers must strive to keep within sight of each other's vehicles at all times. 

 

The ‘Trips and Off-site Travel Form’ (see forms) will accompany the group with the original left in 

Ministry Leader's office and filed permanently. 

Mission Trips: 

See policy of sending organization (e.g. Ethnos Canada). Pastoral Staff and Elders will review the 

sending organization’s policy to ensure it lines up with the policies of Huron Chapel.  

Health & Safety Guidelines 

First Aid: The names and contact information of individuals who are certified in first aid are to be posted 

in the Children’s and Youth program areas for easy access with a Master List maintained by the 

Ministry Leader. 

Allergies  

Ministry Leads must be informed of any individual(s) having severe allergies and their information 

printed on their name tags.  

The information will be posted in the Children’s and Youth departments for easy access and Ministry 

Personnel who have the individual(s) in their care will be informed. 

Illness 

An individual who is ill and could therefore expose others to illness will not be received into the 

program room. Factors and symptoms to consider are: fever, unusual fatigue, irritability, coughing, 

sneezing, runny nose and eyes, vomiting, diarrhea, inflamed mouth and throat; and individual(s) with a 

known communicable disease. 

Medications 

Ministry Personnel are not to give or apply any medications.  Parents are to be contacted and should 

administer all medications.  
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The following exceptions will be made for full day program and overnight events:  

• Only medications with a Doctor’s prescription on the bottle will be given / administered. In this case, 

written Parental permission is required and a log will be kept, signed and dated, of the medication that 

was distributed (See Forms)   

• Parents must complete the medication forms (see forms) prior to the event and sign the dosage 

instructions.  

• Medication is to be in the possession of designated medical Personnel or the Ministry Lead on duty.  

• Medication is to be returned to the Parent/guardian, and the medication forms signed by the 

Parent/guardian, at the time of return. 

• In the case of youth who will be administering their own medication, all details are to be included on 

the registration from and medication will be left the Ministry Leader.  Student will be responsible for 

their own administration.  

• The original forms will be filed permanently. 

• When an individual brings medication, the medication is to be kept in the possession of the Ministry 

Lead or their designate, under lock and key.  

• In the case where Epi-pens and puffers are needed for allergies or asthma, written instructions are to 

be provided by the Parent/guardian to the Ministry Lead (see "Medical Authorization Form").  

Requests should be written, signed, dated and filed permanently.   

Dealing with Cuts or Injuries Involving Blood 

When an individual is injured, they are to be separated from others. The area where the injury occurred 

or where any blood may have dropped on the floor or toys is also to be isolated.  Ministry Personnel 

need to ensure that no other individuals have had contact with any of the blood from the cut or injury. 

 

Non-latex gloves are to be used when bandaging the injury, avoiding contact with mouth, ears and eyes. 

Extreme care will be taken in cleaning up all blood and bloody bandages and the safe and secure 

removal of waste and disposal of gloves to a secure waste removal container.  Hands are to be washed 

carefully with sterilizing soap available in the first aid kit. 

1. In case of injury, Child / Youth is to be separated from others and parents/guardians are to be called 

immediately.   

2. First Aid certified Ministry Personnel are to ensure that no other youth have contact with any blood 

from an injury or cut, non latex gloves are used when bandaging, and that all blood is thoroughly 

cleaned up with all bandages and waste put in a secure location. Hands must be sterilized following 

any emergencies involving blood.   

3. First Aid kits are located in the Church kitchen by the exit door, in the upper entrance of the church, 

and in the Ministry Lead's office (brown backpack). The Defibrillator is located in the upper entrance 

of the Church. A First Aid kit will be kept with the Ministry Personnel on all off site trips.  

4. An Incident Report must be made following any health and safety concern and given to the Ministry 

Lead. The Ministry Lead will investigate the incident and the report will be kept on file permanently.  
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Volunteer Disciplinary Action 
When a Policy or Procedure of Huron Chapel has not been adhered to the following progressive 

disciplinary actions should be taken, depending on the nature of the offence.  There is zero tolerance for 

serious offences such as physical or sexual abuse, assault and/or theft – please see step 3 and 4. 

Step 1 Verbal Warning  

Ministry Personnel will be: 

• given a verbal warning regarding the unacceptable behaviour/action. 

• given an explanation of when and how the undesirable behaviour/action took place, including the 

reason why the behaviour/action was unacceptable. 

• given an opportunity to explain the situation and their actions. This will be his/her opportunity to give 

their side of the story. 

• given a description of the desirable and/or acceptable behaviour or actions and reminded that their 

behaviour goes against a policy and/or the training they received. 

• reminded that they signed a Covenant of Care affirming they would abide by the Policy and 

Procedures of Organization.  A copy of this should be given to them.  

• informed that further disciplinary action, up to and including termination, will follow if unacceptable 

behaviour continues. 

• notified that the incident will not go into their file, but that it will be taken note of in order to follow up 

on possible further disciplinary incidents. 

Step 2 Written Warning  

Ministry Personnel will be: 

• given a written warning regarding his/her unacceptable behaviour/action in the event that the 

behaviour/action had either been discussed in a previous verbal warning or was considerably severe in 

nature. 

• given an explanation of when and how the undesirable behaviour/action took place, including the 

reason why the behaviour/action was unacceptable. 

• given an opportunity to explain the situation and his/her actions. This is his/her opportunity to give 

their side of the story. 

• given a description of the desirable and/or acceptable behaviour/actions. 

• provided with a copy of the written warning, with the original placed in their Personnel file and shared 

with the Board/leadership. 

• reminded that they signed a Covenant of Care affirming they would abide by the Policy and 

Procedures of Organization.  A copy of this should be given to them.  

• asked to sign the copy of the written warning as proof that he/she has received it. 

• notified that future disciplinary problems will be addressed with further progressive disciplinary 

actions up to and including termination. 
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Step 3 Suspension  

Ministry Personnel will be: 

• given written documentation regarding the suspension in relation to the unacceptable behaviour/action 

in the event that the behaviour/action had either been discussed in a previous verbal or written 

warning, or it was considerably severe in nature. The documentation will include information on the 

offence, the reason for the suspension, and the length of the term of suspension. 

• given an explanation of when and how the undesirable behaviour/action took place, including the 

reason why the behaviour or action was unacceptable. 

• given a description of the desirable and/or acceptable behaviour/actions. 

• provided a copy of the suspension, with the original placed in their Personnel file, and shared with the 

Board/Leadership. 

• asked to sign the notice of suspension as proof that he/she has received it. 

• notified that future disciplinary problems will be addressed with further progressive disciplinary 

actions up to and including termination. 

Leadership should be consulted and notified when Ministry Personnel are to be suspended. 

Step 4 Termination  

Ministry Personnel will be: 

• given written documentation regarding his/her termination and the undesirable behaviour/action 

leading to and justifying the termination. Documentation should include information on the offence 

and any previous disciplinary communications with the Ministry Personnel. 

• given a description of when and how the unacceptable behaviour/action took place, including the 

reason why the behaviour/action was unacceptable. 

• given a description of the desirable and/or acceptable behaviour or actions. 

• provided with a copy of the termination notice, with the original placed in their Personnel’s file. 

Personnel file documentation is to be kept permanently, even after termination.  

• escorted from the location maintaining the dignity of the terminated Ministry Personnel by not making 

obvious to others that he or she has been terminated and for what reasons.   

Leadership should be consulted and notified when Ministry Personnel are to be terminated.  

At the discretion of church leadership, the individual may be encouraged to attend services, bring their 

Children to programs, and participate in community events held at the church.  

 

 
 
 
 
 
 
 
 
 
 
 



 

March 2020 Edition  
32 

Emergencies 
Emergency evacuation procedures will be reviewed annually by pastoral staff and the Elders Board.  

These procedures are to be posted in a visible place in each classroom stating the planned route of 

escape to the nearest exit. 

Church Leadership, in cooperation with the Ministry Lead, will arrange for annual fire and evacuation 

drills.  

 

Lock down and Fire Drills 
Lock down drills or fire drills should be practiced once per year with details of the drill kept on file. 

Leadership will give notification of the drill during the week prior to the drill. Debriefing must happen 

following each drill. 

 

DOWNSTAIRS Lockdown Procedure: 
These guidelines are to be put into effect in the event of a community emergency. 

1. Prior to emergencies, identify rooms within the church that are more secure than others. More 

secure rooms will have doors that lock and are away from outside windows. These are GREEN 

ZONE rooms. Emergency procedures will be visibly posted, and personnel will be trained. 

2. Identify rooms within the church that are open areas and have windows, these are RED ZONES. 

3. GREEN and RED ZONE rooms will be visibly identifiable with signage posted in each room. 

4. Lockdown alert will be given by the Ministry Team Leaders, the Ministry Lead or Desk Monitor 

announcing, “EMERGENCY: CODE RED!” The whole facility is to go into lockdown, meaning no 

one should be in any of the RED ZONES. 

5. 911 is to be called immediately. 

6. Everyone in the facility is to immediately move out of RED ZONES and get to the closest GREEN 

ZONE.   

7. Those in charge of a classroom are to quickly check the halls and usher anyone outside into the 

class, close the door and lock it. 

8. Lights are to be turned off and tables turned on their sides with students taking refuge behind them. 

If there are windows in the room, hide beneath the windows, rather than across from them. 

9. STUDENTS IN THE PORTABLE should remain in the portable, and follow GREEN ZONE 

procedures. 

10. Attendance should be taken of all students. 

11. Those in classrooms are to remain in the room and maintain silence. 

12. Everyone must stay in the GREEN ZONES until they are instructed to do so by the designated 

person in charge or a police officer. 

13. Police officers arriving on the scene will have ultimate command. 
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UPSTAIRS Lockdown Procedure: 
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These guidelines are to be put into effect in the event of a community emergency. 

 

1. Prior to emergencies, identify rooms within the church that are more secure than others. More secure 

rooms will have doors that lock and are away from outside windows. These are GREEN ZONE 

rooms. Emergency procedures will be visibly posted, and personnel will be trained. 

2. Identify rooms within the church that are open areas and have windows, these are RED ZONES. 

3. Lockdown alert will be given by the Ushers, Sound Booth or Ministry Lead announcing 

“EMERGENCY: CODE RED!” The whole facility is to go into lockdown, meaning no one should 

be in any of the RED ZONES. 

4. 911 is to be called immediately. 

5. Everyone in the facility is to immediately move out of “RED ZONES” and get to the closest 

“GREEN ZONE”.   

6. IN THE SANCTUARY, everyone must move to the east side (sound booth side) of the sanctuary as 

much as possible. Everyone should hide against the wall out of window sightline, and below and 

between chairs, and remain silent. If people are not in the sanctuary, Ushers should guide others to 

the nearest GREEN ZONE, lock the door, and hide below or behind furniture, outside of window 

sightlines, and remain silent. 

7. Everyone must stay in the GREEN ZONES until they are instructed to do so by the designated 

person in charge or a police officer. 

8. Police officers arriving on the scene will have ultimate command. 
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DOWNSTAIRS Fire Drill Procedure: 
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1. Prior to emergencies, identify quickest and most efficient routes to exit the building from all 

classrooms.   

2. Post routes beside the doors of each classroom. 

3. In case of fire, the alarm will sound and emergency procedures are to be followed. 

4. The Ministry Lead or Desk Monitor will be in command. 

5. The Ministry Lead and Desk Monitors will remain at key exit points to ensure an orderly departure 

and check to make sure the building is empty.   

6. Each Teacher and the Desk Monitors will shut off all lights and close the door as they leave the 

room.   

7. All building occupants must leave the building quickly by the closest exit as designated on the fire 

route map. 

8. All children and personnel are to exit the building and meet all together on the lawn WEST of the 

building (towards the river) and near the tree line. Everyone should aim to make it as far from the 

building as possible. Do not remain near the parking lot in order to prevent further distress with 

arriving emergency vehicles. 

9. Upon reaching designated area, Ministry Personnel must retake attendance of their class ensuring 

everyone is with them. 

10. PARENTS DO NOT take any children until the Desk Monitor or Ministry Lead have ensured the 

building is empty and everyone is accounted for. 

11. The Ministry Lead or Desk Monitor will give the all clear for everyone to return inside or to leave 

with parents. 

12. Firefighters arriving on the scene will have ultimate command. 
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UPSTAIRS Fire Drill Procedure: 
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1. Prior to emergencies, identify quickest and most efficient routes to exit the building from all areas.   

2. Post routes in visible areas. 

3. In case of fire, the alarm will sound and emergency procedures are to be followed. 

4. The Ministry Lead, Sound Booth and Ushers will be in command. 

5. The Ministry Lead, Sound Booth and Ushers will remain at key exit points ensure an orderly 

departure and check to make sure the building is empty.   

6. All building occupants must leave the building quickly by the closest exit as designated on the fire 

route map. 

7. Everyone is to exit the building and meet at the EAST lawn (towards the neighbouring houses) near 

the tree line. Do not remain near the parking lot to avoid further distress with arriving emergency 

vehicles. 

8. NO ONE (including parents) is to leave the designated meeting area until the Ministry Lead, 

Sound Booth or Ushers have ensured the building is empty and everyone is accounted for. 

9. The Ministry Lead, Sound Booth or Ushers will give the all clear for everyone to return inside or to 

leave with children. 

10. IF MEETING CHILDREN, please go around the building on the SOUTH side (soccer field and 

gym side). Do not use the driveway side of the church to avoid further distress with arriving 

emergency vehicles. Please go through the soccer field and down the grass hill to meet children. 

11. Firefighters arriving on the scene will have ultimate command. 
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Reporting and Responding to Allegations and Suspicions of 

Abuse  
 

Reporting Procedures for Child / Youth Abuse 

Hearing of an Allegation or Suspicion of Child / Youth Abuse 

For the protection of our Children, Youth and Vulnerable Adults, all allegations and/or suspicions of 

abuse against Children, Youth and Vulnerable Adults will be taken seriously. 

Immediately upon hearing of potential abuse or allegations of abuse to a Child or Youth, the Ministry 

Personnel must complete a Suspected Abuse Report Form documenting all pertinent information (See 

Forms). The victim should not be asked leading questions nor should the accused or any other parties be 

contacted at the point of completing the Suspected Abuse Report Form.   

In the event that the leadership deems it advisable to expunge a file, it shall do so only after legal 

consultation. 

Ministry Personnel are requested to notify the Pastoral Staff and together they will make a report to 

Child and Family Services.   

Reporting an Allegation or Suspicion of Child/Youth Abuse 

1. Immediately contact the Ministry leader or one of the pastoral staff if the suspect is in any way 

associated with Huron Chapel EMC. 

2. Together fill in a Suspected Abuse Report Form. (see forms) 

3. Together contact either Child and Family Services or the police. 

 

According to the Child and Family Services Act, any person with a reasonable suspicion of child abuse 

has a legal responsibility to immediately report the matter to child protection authorities or the police. 

Reporting must be done by telephone or in person promptly at the point of observing signs of abuse or 

receiving a report of abuse.  The reporting must be immediate, a direct report, and an on-going report.  

The report must be done in conjunction with pastoral staff or your immediate Ministry Leader.   

 

A person who knowingly fails to report in these circumstances is in violation of the law and may be 

found to have committed an offence and may be subject to disciplinary action by Huron Chapel. 

 

Huron Chapel requests that when a Ministry Volunteer or staff in the line of duty reports a suspicion of 

abuse or an allegation of abuse to authorities that they also notify the Pastoral staff that a report has been 

made. It is understood that the report is to be kept confidential. One of the pastoral staff or their 

designate must notify Huron Chapel’s insurance provider and seek legal counsel upon hearing of a 

suspected child abuse case. If the suspected abuse happened in the context of Huron Chapel’s ministries 

or was committed by a church member or attendee, the Parents of the victim must be notified by pastoral 

staff. 

Assessing and Investigating Allegations or Suspicions 

Child/Youth Abuse 

• No persons, including Pastors and Board members, are to assume the function of assessing, 
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substantiating or investigating the need for intervention or interpretation of suspected child abuse. 

• There must not be any undue interference when a report of child abuse has been filed with child 

protection authorities or the police.  

• Pastoral Staff or their designate should ask the child protection authorities how they can assist in 

helping and supporting the investigation and the hurting Child or Youth and their family.    

• Pastoral Staff or their designate should maintain frequent communication and supportive relationships 

with those suspected or guilty of child abuse as long as these persons exhibit a willingness to listen, 

change and look to Christ for help. This does not exclude the need for hurting individuals to receive 

professional counselling. 

Responding Procedures for Vulnerable Adult Abuse 

Ministry Personnel often gain a relationship of trust with the Vulnerable Adults they visit and work 

with. This will provide an opportunity for them to express concerns. For the protection of our 

Vulnerable Adults, all allegations and/or suspicions of abuse against Vulnerable Adults will be taken 

seriously. 

Upon hearing of potential abuse or allegations of abuse against a Vulnerable Adult, the Ministry 

Personnel must complete a "Suspected Abuse Report Form - Vulnerable Adult" documenting all 

pertinent information (see forms).   

Vulnerable Adult Abuse  

If the allegation or suspicion of abuse represents a situation that is an emergency and a crime is about to 

be committed, immediately call 911 and report it to the police. 

If it is not an emergency or no imminent threat exists, and an accusation of abuse, harassment, 

misconduct or exploitation towards a Vulnerable Adult is made or suspected, the following guidelines 

are to be followed: 

• If the Vulnerable Adult has the cognitive ability to make a report to police, then Ministry Personnel 

are to encourage the person to make that report, and support them in their decision, whatever they 

decide.  

• If the Vulnerable Adult does not have the cognitive ability to make a report, then Ministry 

Personnel are to complete a "Suspected Abuse Report Form - Vulnerable Adult" and make a report 

to police, where the accusation involves a crime. 

If the Vulnerable Adult has the cognitive capacity to make a report, but is unwilling to do so, Ministry 

Personnel should:  

• express concerns for their well-being; 

• provide them the phone number to make the report in the future; 

• offer to be with them when they report it; 

• inform them about abuse and reassure them that they are not alone; 

• encourage them to consider what to do next time; 

• arrange for a follow-up and develop a safety plan. 
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Response to Allegations 

Spiritual Response and Counsel for the Victim 

For the protection of our Children, Youth and Vulnerable Adults, all allegations and/or suspicions of 

abuse will be taken seriously and handled with the utmost care. The suspected victims will be treated 

with dignity and respect. 

During the process of reporting and response, all Ministry Personnel will be committed to prayer and 

strive to remain calm and hopeful. 

Situations of abuse must be handled forthrightly with due respect for people’s privacy and 

confidentiality. Discretion must be observed, and details of the suspected abuse must not be shared 

among the church community. Information should be shared on a need-to-know basis. Confidentiality 

for the victim must be protected. 

Pastors will seek opportunities to provide individual care and counsel both for the abuse victim and their 

family.  Pastors will determine the need for professional assistance and evaluate and designate resources 

as needed and able. 

Biblical Response and Discipline for the Accused or Convicted 

• The accused is to be treated with dignity and respect.  If the accused is a paid Staff member, that 

person will be relieved temporarily of his/her duties until the investigation is completed with 

arrangements made to either maintain or suspend his/her income until the allegations are cleared or 

substantiated. 

• It is the responsibility and right of Pastors and the Board to exercise and practice church discipline as 

outlined in Matthew 18 and as stipulated in denominational guidelines. 

• Pastors will seek opportunity to provide individual care and counsel for the accused and their family.  

Pastors and the Board will determine the need for professional assistance and evaluate and designate 

resources as needed and able. 

• Anyone accused of abuse against Children, Youth, or Vulnerable Adults will be prohibited from 

having access to Children, Youth, and Vulnerable Adults until they are cleared of any and all charges. 

Clear written guidelines will be provided to the individual with restricted activities and areas of the 

church property that they are not permitted to use or be in. 

• Anyone convicted of child abuse will be prohibited from having access to Children or Youth. Pastors 

may designate an individual to be informed whenever the convicted person attends church activities 

and to accompany the convicted person while on church property. Clear written guidelines will be 

provided to the individual listing restricted areas and access points on the church property. 

Media Relations 

It is the responsibility of the Pastoral staff, or Chair of the Board, to be the designated spokesperson to 

speak on behalf of Huron Chapel to media and to the public in relation to a suspected child abuse case. 

One person will be chosen to represent Huron Chapel and speak on its behalf.  All inquiries should be 

directed to this person and comment should not be made by other individuals unless given permission to 

do so. Public statements must be well prepared and presented under the guidance of legal counsel. 

Ongoing Investigation 

Full cooperation must be given by all parties to civil authorities under the guidelines of legal counsel. 
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At no time should Board members or Pastors either engage in denial, minimization or blame, or admit 

responsibility which could prejudice the case or cause increased liability to Huron Chapel. 

 

A confidential follow-up report with conclusions and action taken must be documented by pastoral staff 

following a report of abuse. This report should be placed in a confidential Ministry Personnel file and 

kept permanently. 

 

It is critical to maintain confidentiality and strictly adhere to a need-to-know basis only. 

 

Response to Church Attendees Convicted of Child Abuse 

Covenant Agreement 

When an individual attends Huron Chapel that is a known to have abused Children or Youth in the past, 

and/or has been convicted of crimes against Children or Youth, the Board and pastoral staff are to enter 

into a covenant agreement (see forms) with the individual if they wish to attend Huron Chapel on a 

regular basis. The covenant agreement is to be written and signed by a Pastor, and a representative of the 

Board, and the individual.  

 

 

 

Ministry Procedures, Protocol and Job Descriptions 
 

Job Description – Children, Youth and Family Ministry Pastor  

 

Purpose: To ensure the operation and function of Children, Youth and Family Ministry at Huron 

Chapel. In cooperation with the Children, Youth and Family Director, they ensure that all teams function 

as a complete unit, providing a quality ministry that is glorifying to God. 

 

Qualifications: 
1. An active, growing believer in Jesus who is a Member of Huron Chapel. 

2. One who demonstrates a passion for and is involved in Children, Youth and Family Ministry, actively 

promoting it in the church to the surrounding community.  

3. One who has the ability to work with multiple ministries in a team setting with the good of the whole 

church in mind. 

4. One who has passed Plan to Protect screening, is trained by Plan to Protect as an Administrator 

Leader and is committed to the training and implementation of Plan to Protect. One who is an 

approved Ministry Person, is trained and is committed to the implementation of the Huron Chapel 

Operators Manual (HCOM).  

5. A Servant Leader who has skills in the area of leadership, teaching, planning, administration, and 

delegation. 

 

Responsibilities: 
1. To pray for all aspects of Children, Youth and Family Ministries. 

2. To ensure all Children, Youth and Family Ministry operate within the parameters set out by the 

church, together with the Children, Youth and Family Ministry Director and Team Leaders, and 

giving overall leadership to the ministry.  
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3. To distribute, receive and approve all Ministry Personnel applications and follow the appropriate 

steps to their completion (i.e. reference checks, updating forms, etc.).   

4. To provide training for volunteers in orientation, child and youth protection, leading and teaching and 

our responsibility to reach out to the community around us, and ensure that all ministries have what is 

needed to perform adequately. 

5. To ensure that all of Children, Youth and Family Ministry operates within the child and youth 

protection parameters set out in the Huron Chapel Children, Youth and Family Ministries Operators 

Manual. 

6. To ensure an annual budget has been submitted to the finance team 

7. To submit a monthly report to the Elders Board.  

 

Support and Accountability: 
1. The Director and fellow Workers on the Children, Youth and Family Ministry Team  

2. Pastoral Staff 

3. Board of Elders  

4. Members of the Congregation 

 

 

 
Job Description – Children, Youth and Family Ministry Director 

Position: Children, Youth and Family Ministry Director 

Purpose: To ensure the operation and function of Children, Youth and Family Ministry at Huron 

Chapel, ensuring that teams reporting to the Children Youth and Family Ministry team function as a 

complete unit, providing a quality ministry that is glorifying to God. 

Qualifications: 
1. An active, growing believer in Jesus who is a Member of Huron Chapel. 

2. One who demonstrates a passion for and is involved in Children, Youth and Family Ministry, actively 

promoting it in the church to the surrounding community.  

3. One who has the ability to work with multiple ministries in a team setting with the good of the whole 

church in mind. 

4. One who has passed Plan to Protect screening,  

5. A Servant Leader who has skills in the area of planning, administration, and delegation. 

 

Responsibilities: 
1. To pray for all aspects of Children, Youth and Family Ministries.  

2. To ensure all Children, Youth and Family Ministry operate within the parameters set out by the 

church. Together with the Children, Youth and Family Pastor and Ministry Team leaders making 

executive decisions, regularly scheduling meetings, and giving leadership to the Children, Youth and 

Family Ministry Team Leaders, and giving overall leadership to the ministry.  

3. To distribute, receive and approve all Ministry Personnel applications and follow the appropriate 

steps to their completion (i.e. reference checks, updating forms, etc.).  

4. To ensure that all of Children, Youth and Family Ministry operates within the child and youth 

protection parameters set out in the Huron Chapel Children, Youth and Family Ministries Operators 

Manual. 

5. To submit an annual budget to the finance team.  

 

Support and Accountability: 
1. Fellow Workers on the Children, Youth and Family Ministry Team  
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2. Pastoral Staff 

3. Board of Elders  

4. Members of the Congregation 

 
Nursery 

Nursery Ministry is an essential part of Sunday morning programming at Huron Chapel.  Nursery 

happens during each Sunday morning service. Nursing mothers are welcome to use the nursery as a 

private place to nurse their babies. Snacks are provided for the older babies, but parents are welcome to 

bring a (nut-free) snack if they prefer. Nursery is provided for ages 0-1, and ages 2-3. 

Nursery Ministry includes: 
1. Keeping attendance of all children and adults who are present behind the receiving desk on Sunday 

mornings.  

2. Ensuring that quality care is given to every child. 

3. Ensuring that every volunteer is treated with respect.   

4. Commitment to having good volunteers who are capable of caring for the children and are familiar 

with all aspects of the Huron Chapel Operations Manual.  

Job Description – Nursery Team Leader 

Purpose: To ensure that qualified, trained, and screened adults and supervised youth provide consistent 

and secure care for infants and toddlers at Huron Chapel EMC Sunday mornings. 

Qualifications: (see page 12 and 13 for general qualifications)  

1. An active, growing believer in Jesus who is a Member of Huron Chapel. 

2. One who demonstrates a passion for and is involved in the care of infants and toddlers at Huron 

Chapel.   

3. One who has the ability to work with other ministries in a team setting and serve on Children, Youth 

and Family Ministry Team. 

4. One who is an approved Ministry Person, is trained and is committed to the implementation of the 

Huron Chapel Operators Manual (HCOM).  

5. A Servant Leader. 

Responsibilities: 
1. To maintain the sign in system and to ensure that all aspects of Huron Chapel Operators Manual are 

adhered to. 

2. To adhere to the Huron Chapel Operators Manual for Nursery and to attend annual training for the 

protection of Children, Youth and Family Ministries.   

3. To ensure that toys, rooms and all other supplies are maintained and kept sanitary. 

4. To seek out volunteers to serve on their team by having Ministry Personnel with completed 

applications, references checked and have been fully approved by the Ministry Lead and have 

received proper training.  

5. To Perform a semi-annual Hazard & Safety Check, which will be submitted to the Ministry Lead. 

6. To submit an annual budget and annual report to the Ministry Director. 

 

Support and Accountability: 
1. The Children, Youth and Family Ministry Team  

2. The Children, Youth and Family Ministry Director 

3. Board of Elders and Pastoral staff 

4. Members of the Congregation 

 



 

March 2020 Edition  
46 

Term: The Nursery Team Leader term is for one year minimum. 

 

Job Description – Nursery Team Member 

Purpose: To provide infants and toddler with a safe and enjoyable environment on Sunday mornings.  

 

Qualifications: (see page 12 and 13 for general qualifications) 

1. An active, growing believer in Jesus. 

2. A Member or Adherent of Huron Chapel. 

3. One who demonstrates a passion for and is involved in the care of infants and toddlers at Huron 

Chapel. 

4. One who is an approved Ministry Person, is trained and is committed to the implementation of the 

Huron Chapel Operators Manual (HCOM).  

 

Responsibilities: 
1. To show up for their assigned nursery time or to find an approved replacement if they are unable to 

fulfill their commitment.   

2. To provide a caring environment for children and infants. 

3. To adhere to the Huron Chapel Operators Manual for Nursery and to attend annual training for 

Children, Youth and Family Ministries.   

4. To engage with children in a God-honouring way.  

 

Support and Accountability: 
1. The Children, Youth and Family Ministry Team  

2. The Children, Youth and Family Ministry Director 

3. Board of Elders and Pastoral staff 

4. Members of the Congregation 

Job Description – Nursery Assistant Team Member  

Nursery Assistant Team Member which includes Student Volunteers 

 

Purpose: To provide infants and toddler with a safe and enjoyable environment on Sunday mornings.  

 

Qualifications: (see page 12 and 13 for general qualifications) 

1. An active, growing believer in Jesus. 

2. A Member or Adherent of Huron Chapel. 

3. One who demonstrates a passion for and is involved in the care of infants and toddlers at Huron 

Chapel.   

4. One who is an approved Ministry Person, is trained and is committed to the implementation of the 

Huron Chapel Operators Manual (HCOM).  

 

Responsibilities: 
1. To show up for their assigned nursery time or to find an approved replacement if they are unable to 

fulfill their commitment.   

2. To provide a caring environment for children and infants. 

3. To adhere to the Huron Chapel Operators Manual for Nursery and to attend annual training for 

Children, Youth and Family Ministries.   

4. To engage with children in a God honouring way.  
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Support and Accountability: 
1. Fellow Workers on the Nursery Team 

2. Nursery Team Leader  

3. The Children, Youth and Family Ministry Team  

4. The Children, Youth and Family Ministry Director 

5. Board of Elders and Pastoral staff 

6. Members of the Congregation 

 

 

Job Description - Desk Monitor 

Purpose: To provide assistance with sign in and sign out, registration procedures and provide a secure 

environment for Sunday School, Nursery, and Adventure Club workers and attenders on Sunday 

mornings. 

   

Qualifications: (see page 12 and 13 for general qualifications) 

1. An active, growing believer in Jesus who is a Member or Adherent of Huron Chapel. 

2. One who is an approved Ministry Person, is trained and is committed to the implementation of the 

Huron Chapel Operators Manual (HCOM).  

3. One who has passed Huron Chapel Operations Manual screening, is trained and is committed to the 

training and implementation of that document.  

 

Responsibilities: 
1. To monitor those entering the facility while the service is underway.  

2. To monitor washroom facilities while children are present. 

3. To be available to Nursery and Adventure Club workers who may need assistance.  

4. To be aware of emergency procedures and the location of First Aid kits.  

5. To ensure families have filled out appropriate forms before entering programs. 

6. To sign in and out all children during programs via Elvanto. 

 

Support and Accountability: 
1. The Nursery Team Leader  

2. The Children, Youth and Family Ministry Team  

3. The Children, Youth and Family Ministry Director 

4. Board of Elders and Pastoral staff 

5. Members of the Congregation 
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Heirborn - Huron Chapel's midweek children's program 
 

Program Schedule: (Currently) Wednesdays from 6:15 pm to 8:00 pm. Leaders arrive around 6:15 to 

set up or prepare whatever they need for their small group time (approx. 15 minutes). 

 

Parent Drop-Off: Parents are to drop off their children in time for the Heirborn opening (often between 

6:15 and 6:30). Parents are asked to sign their children in and out at the sign in/sign out desk. 

 

At 6:30 Leaders help direct children to meet for OPENING where we usually sing our theme song and 

hear any announcements. Leaders sit in a row with their small group students (approx. 5-7 minutes). 

 

TEACHING TIME is upstairs where they will hear a story from the Bible or a testimony from 

someone in our congregation. (approx. 20-30 minutes) We ask leaders to listen carefully to what is 

taught and how your kids respond in order to help you with discussion time in your small group. We 

also ask leaders to be flexible with timing because it will depend on the children’s participation and the 

Holy Spirit’s leading just how much time is needed. 

 

Everyone is dismissed from Teaching Time to have their PERSONAL TRAINER (PT) TIME in their 

assigned classrooms. We usually have 15-20 minutes devoted to discussion time, making Bible truths 

applicable to their own lives (leaders can see suggested activities in leader’s guide for ideas). Also 

giving time to develop spiritual disciplines such as prayer, listening to God and reading scripture (again, 

leaders can see leader’s guide for ways to creatively do that). It is a short time but developing a routine 

really helps kids to know what to expect and get into activities. A snack is also delivered to class at this 

time. 

 

Then students head off to GYM TIME for a large group activity (approx. 15-20 minutes). 

 

After gym time leaders take students back to their classrooms (for a closing activity) and to wait for 

parents/guardians to pick them up.  

 

PARENT PICK-UP: Parents are asked to sign their children in and out at the sign in/sign out desk. 

Some children of leaders will hang around longer waiting for their parents.   
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Job Description – Heirborn Team Leader 

Purpose: To ensure the operation and function of Heirborn (mid-week children’s program) as a 

complete ministry program. 

 

Qualifications: (see page 12 and 13 for general qualifications) 

1. An active and growing believer in Jesus. 

2. A Member of Huron Chapel. 

3. One who demonstrates a passion for and is involved in Heirborn Ministry and actively promotes it in 

the church to the surrounding community.  

4. One who has the ability to work with other ministries in a team setting and will be an active member 

of the Children, Youth and Family Ministry Team. 

5. One who is an approved Ministry Person, is trained and is committed to the implementation of the 

Huron Chapel Operators Manual (HCOM).  

6. To seek out volunteers to serve on their team by having Ministry Personnel with completed 

applications, references checked and have been fully approved by the Ministry Lead and have 

received proper training.  

7. One who has an understanding of age appropriate curriculum and activities and coordinates this with 

the Heirborn Ministry Team.   

8. A Servant Leader. 

 

Responsibilities: 

1. To assist, teach, orientate and train members of the Heirborn Ministry team. 

2. To ensure all of Heirborn operates within the parameter set out by the church, making executive 

decisions, regularly scheduling meetings, being a member of the Children, Youth and Family 

Ministry Team, and giving overall leadership to the ministry. 

3. To provide training for volunteers in orientation, child and youth protection, leading and teaching and 

our responsibility to reach out to the community around us.   

4. To pray for all aspects of the Heirborn program including leaders and children. 

5. To perform a semi-annual Hazard & Safety Check, which will be submitted to the Ministry Lead. 

6. To submit and annual budget and report to the Ministry Director. 

 

Support and Accountability: 
1. Heirborn Team Members 

2. The Children, Youth and Family Ministry Team  

3. The Children, Youth and Family Ministry Director 

4. Board of Elders and Pastoral staff 

5. Members of the Congregation 

 

Term: The Heirborn Team Leader term is for one year minimum   
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Job Description – Heirborn Team Member (Leader, Teacher or Coach) 

Purpose: To provide a safe and enjoyable environment for children and volunteers at the Heirborn 

program. 

 

Qualifications: (see page 12 and 13 for general qualifications) 

1. An active growing believer in Jesus. 

2. A Member or Adherent of Huron Chapel. 

3. One who demonstrates a passion for seeing children grow in their faith. 

4. One who is an approved Ministry Person, is trained and is committed to the implementation of the 

Huron Chapel Operators Manual (HCOM).  

5. One who realizes that they are a moral, ethical and spiritual example to those them come in contact 

with and lives accordingly.  

 

Requirements: 
1. To provide a caring environment where teaching and relationships can flourish. 

2. To lead/teach or assist those who are leading/teaching.  

3. To adhere to the Huron Chapel Operators Manual, attending annual training for the protection of 

children, youth and families.  

 

Support and Accountability: 
1. Heirborn Team Leader 

2. The Children, Youth and Family Ministry Team  

3. The Children, Youth and Family Ministry Director 

4. Board of Elders and Pastoral staff 

5. Members of the Congregation 

Job Description – Heirborn Assistant Team Member 

Purpose: To provide a safe and enjoyable environment for children and volunteers at the Heirborn 

program. 

 

Qualifications: (see page 12 and 13 for general qualifications) 

1. An active growing believer in Jesus. 

2. A Member or Adherent of Huron Chapel. 

3. One who demonstrates a passion for seeing children grow in their faith. 

4. One who is an approved Ministry Person, is trained and is committed to the implementation of the 

Huron Chapel Operators Manual (HCOM).  

5. One who realizes that they are a moral, ethical and spiritual example to those them come in contact 

with and lives accordingly.  

 

Requirements: 
1. To provide a caring environment where teaching and relationships can flourish. 

2. To lead/teach or assist those who are leading/teaching.  

3. To adhere to the Huron Chapel Operators Manual, attending annual training for the protection of 

children, youth and families.  

 

 

Support and Accountability: 
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1. The Heirborn Team Leader and Team 

2. The Children, Youth and Family Ministry Team  

3. The Children, Youth and Family Ministry Director  

4. Board of Elders and Pastoral staff 

5. Members of the Congregation 

 

 

Sunday School / Jr Church 
 

Sunday School is an important part of spiritual development at Huron Chapel, providing large group and 

small group teaching for all our primary aged students (JK to grade 6). Sunday School  happens before 

the Sunday morning service. It begins with opening session (large group time) when children participate 

in worship, prayer and praise requests, offering, and watching/listening to the week's lesson or video. 

From there, children are divided into their classes based on grades, and include JK/SK, 1/2, 3/4 and 5/6. 

During class, children discuss the lesson, ask questions, participate in activities and prayer time. This is 

a great way for the leaders to connect one-on-one with the kids and really build family within their 

classes. Each class will (ideally) be led by 2 leaders. These leaders will remain consistent every week, 

serving for the duration of the year. Sunday School takes a break during Christmas holidays. 

Job Description – Sunday School Team Leader  

Purpose: To ensure the operation and function of Sunday school as a complete ministry program. 

 

Qualifications: (see page 12 and 13 for general qualifications) 

1. An active, growing believer in Jesus. 

2. A Member of Huron Chapel. 

3. One who demonstrates a passion for Sunday school ministry, promoting it to the church and to those 

who may not attend. 

4. One who has the ability to work with other ministries in a team setting and is an active member of the 

Children, Youth and Family Ministry Team. 

5. One who is an approved Ministry Person, is trained and is committed to the implementation of the 

Huron Chapel Operators Manual (HCOM).  

6. One who understands age appropriate curriculum and activities and coordinates with the Sunday 

school team. 

7. To seek out volunteers to serve on their team by having Ministry Personnel with completed 

applications, references checked and have been fully approved by the Ministry Lead and have 

received proper training.  

8. A Servant Leader. 

 

Responsibilities: 

1. To assist, teach, orientate and train members of the Sunday School team. 

2. To ensure that Sunday School operates within the parameter set out by the church by making 

executive decisions, regularly scheduling meetings, being a member of the Children, Youth and 

Family Ministry Team and giving overall leadership.   

3. To provide training for volunteers in orientation, children and youth protection, leading, and teaching. 

4. To pray for all aspects of Sunday School. 

5. To perform a semi-annual Hazard & Safety Check, which will be submitted to the Ministry Lead. 

6. To submit an annual budget and an annual report to the Ministry Director. 
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Support and Accountability: 
1. Fellow Workers on the Children, Youth and Family Ministry Team  

2. Children, Youth and Family Ministry Director 

3. Board of Elders and Pastoral Staff 

4. Members of the Congregation 

 

Term: The Huron Chapel Kids Team Leader will serve a term of one year minimum. 

Job Description – Sunday school Teacher  

Purpose: To use curriculum provided, to teach lessons that are biblically based, socially and culturally 

relevant and age appropriate in an engaging way.   

 

Qualifications: (see page 12 and 13 for general qualifications) 

1. An active, growing believer in Jesus. 

2. A Member or Adherent of Huron Chapel. 

3. A knowledge and passion for the Sunday School ministry and children. 

4. One who is an approved Ministry Personnel, is trained and is committed to the implementation of the 

Huron Chapel Operators Manual (HCOM).  

5. One who understands age appropriate curriculum and activities and is always looking for new and 

exciting ways to engage the world around us. 

6. A Servant Leader. 

 

Responsibilities: 

1. To prepare a lesson using the curriculum provided for their group each Sunday and teach it.  

2. To provide a caring environment where teaching and relationships can flourish.  

3. To adhere to the Huron Chapel Operations Manual attending annual training for the protection of 

children and youth  

 

Support and Accountability: 

1. The Children, Youth and Family Ministry Team  

2. The Children, Youth and Family Ministry Director  

3. Board of Elders and Pastoral staff 

4. Members of the Congregation 

Job Description – Sunday school Assistant  

Purpose: To assist the Sunday School Teacher as they seek to provide and teach lessons that are 

biblically based, socially and culturally relevant and age appropriate in an engaging way.   

 

Qualifications: (see page 12 and 13 for general qualifications) 

1. An active, growing believer in Jesus. 

2. A Member or Adherent of Huron Chapel. 

3. A knowledge and passion for the Sunday School ministry and children. 

4. One who is an approved Ministry Person, is trained and is committed to the implementation of the 

Huron Chapel Operators Manual (HCOM).  

5. One who understands age appropriate curriculum and activities and is always looking for new and 
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exciting ways to engage the world around us. 

6. A Servant Leader. 

 

Responsibilities: 
1. To provide a caring environment where teaching and relationships can flourish.  

2. To adhere to the Huron Chapel Operations Manual, attending annual training for the protection of 

children and youth. 

 

Support and Accountability: 
1. The Children, Youth and Family Ministry Team  

2. The Children, Youth and Family Ministry Director 

3. Board of Elders and Pastoral staff 

4. Members of the Congregation 

 

 

Vacation Bible School (VBS) and Summer Camps 
 

Vacation Bible School (VBS) and camp ministries are summer programs for children in grades  JK-

grade 6 and for youth grades 7 to 10.   

 

VBS happens in July and involves many volunteers both from Huron Chapel and from the community 

around us. It has been created as an outreach to the communities around us.  

 

The morning begins with prayer around 9 am and the children start to arrive around 9:30 am. Opening 

and closing gatherings are large group times of worship and announcements. Children are divided into 

age specific groups and will travel together throughout the day to different stations. These stations will 

include teaching time, games time and the market place which is where crafts are made. VBS is Huron 

Chapel’s largest community outreach.   

 

180˚ Summer Camp is for Junior youth age students (grades 7 to 10). It involves many activities that 

would be exciting for this age group (i.e. high ropes, beach day, tubing the river, campout etc.). Each 

year 180˚ happens in a week closely following VBS, running from a Wednesday to Friday.   

Job Description – VBS (Vacation Bible School) Team Leader 

Purpose: To lead a team of volunteers in creating an exciting biblically based program that clearly 

explains the gospel to children and youth.   

 

Qualifications: (see page 12 and 13 for general qualifications) 

1. An active, growing believer in Jesus. 

2. A Member of Huron Chapel. 

3. One who demonstrates a passion for and is involved in VBS and actively promotes it in the Church 

and to the community around us. 

4. One who has the ability to work with other ministries in a team setting and is an active member of the 

Children, Youth and Family Ministry Team. 

5. One who is an approved Ministry Person, is trained and is committed to the implementation of the 

Huron Chapel Operators Manual (HCOM).  

6. One who understands age appropriate curriculum and activities and coordinates this with the VBS 
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team. 

7. To seek out volunteers to serve on their team by having Ministry Personnel with completed 

applications, references checked and have been fully approved by the Ministry Lead and have 

received proper training.  

8. A Servant Leader. 

 

Responsibilities: 

1. To assist, teach, orientate, and train members of the VBS team. 

2. To ensure that VBS operates within the parameters set out by the Church by making executive 

decisions, regularly scheduling meetings, being a member of the Children, Youth and Family 

Ministry Team and giving overall leadership to this ministry.  

3. To provide training for volunteers in orientation, children and youth protection, leading, and teaching. 

4. To pray for all aspects of VBS.  

5. To perform a semiannual Hazard & Safety Check, which will be submitted to the Ministry Director  

6. To submit an annual budget and an annual report to the Ministry Director. 

 

Support and Accountability: 
1. The Children, Youth and Family Ministry Team  

2. The Children, Youth and Family Ministry Director  

3. Board of Elders and Pastoral staff 

4. Members of the Congregation 

 

Term: The VBS Team Leader term is for one year minimum. 

Job Description – 180˚ Summer Camp Team Leader 

Purpose: To lead a team of volunteers in creating an exciting biblically based program that clearly 

explains the gospel to children and youth.   

 

Qualifications: (see page 12 and 13 for general qualifications) 

1. An active, growing believer in Jesus. 

2. A Member of Huron Chapel. 

3. One who demonstrates a passion for and is involved in 180˚ Summer Camp and actively promotes it 

in the Church and to the community around us. 

4. One who has the ability to work with other ministries in a team setting and is an active member of 

the Children, Youth and Family Ministry Team. 

5. One who is an approved Ministry Person, is trained and is committed to the implementation of the 

Huron Chapel Operators Manual (HCOM).  

6. One who understands age appropriate curriculum and activities and coordinates this with the 180˚ 

Summer Camp team. 

7. To seek out volunteers to serve on their team by having Ministry Personnel with completed 

applications, references checked and who have been fully approved by the Ministry Lead and have 

received proper training.  

8. A Servant Leader. 

 

Responsibilities: 

1. To assist, teach, orientate and train members of the 180˚ Summer Camp team. 

2. To ensure that 180˚ Summer Camp operates within the parameters set out by the Church by making 

executive decisions, regularly scheduling meetings, being a member of the Children, Youth and 
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Family Ministry Team and giving overall leadership to this ministry.  

3. To provide training for volunteers in orientation, children and youth protection, leading, and teaching. 

4. To pray for all aspects of 180˚ Summer Camp.  

5. To perform a semi-annual Hazard & Safety Check, which will be submitted to the Ministry Director . 

6. To submit an annual budget and an annual report to the Ministry Director. 

 

 

Support and Accountability: 

1. The Children, Youth and Family Ministry Team  

2. The Children, Youth and Family Ministry Director 

3. Board of Elders and Pastoral staff 

4. Members of the Congregation 

 

Term: The 180˚ Summer Camp Team Leader term is for one year minimum. 

Job Description – VBS or 180˚ Summer Camp Team Member 

Purpose: To provide a fun, safe and welcoming environment in which children, teens and their families 

feel welcome and safe at Huron Chapel.  An environment that is conducive allowing others to see how 

much God cares for them.  

 

Qualifications: (see page 12 and 13 for general qualifications) 

1. A knowledge and passion for VBS and 180˚ Summer Camp. 

2. A Member or Adherent of Huron Chapel.  

3. One who is an approved Ministry Personnel, is trained and is committed to the implementation of 

the Huron Chapel Operators Manual (HCOM).  

4. One who realizes that they are a moral, ethical and spiritual example for those they come in contact 

with and live accordingly.  

 

Responsibilities: 
1. To provide a caring environment where teaching and relationships can flourish.  

2. To follow instructions given by VBS and 180˚ Summer Camp leadership.  

3. To adhere to the Huron Chapel Operations Manual for VBS and 180˚ Summer Camp and to attend 

annual training for the protection of children and youth. 

 

Support and Accountability: 
1. Fellow Workers on the Children, Youth and Family Ministry Team  

2. The VBS and Summer Camp Coordinators  

3. The Children, Youth and Family Ministry Director 

4. Board of Elders and Pastoral staff 

5. Members of the Congregation 

Job Description – VBS or 180˚ Summer Camp Assistant Team Member 

Purpose: To provide a fun, safe and welcoming environment in which children, teens and their families 

feel welcome and safe at Huron Chapel.  An environment that is conducive to allowing others to see 

how much God cares for them.  

 

Qualifications: (see page 12 and 13 for general qualifications) 
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1. A knowledge and passion for VBS and 180˚ Summer Camp. 

2. A Member or Adherent of Huron Chapel. 

3. One who is an approved Ministry Person, is trained and is committed to the implementation of the 

Huron Chapel Operators Manual (HCOM).  

4. One who realizes that they are a moral, ethical and spiritual example for those they come in contact 

with and live accordingly.  

Responsibilities: 
1. To provide a caring environment where teaching and relationships can flourish.  

2. To follow instructions given by VBS and 180˚ Summer Camp leadership.  

3. To adhere to the Huron Chapel Operations Manual for VBS and 180˚ Summer Camp and to attend 

annual training for the protection of children and youth. 

 

Support and Accountability: 
1. Fellow Workers on the Children, Youth and Family Ministry Team  

2. The VBS and Summer Camp Coordinators  

3. The Children, Youth and Family Ministry Director  

4. Board of Elders and Pastoral staff 

5. Members of the Congregation 

 

Generations of Faith  
Generations of Faith is a ministry that comes alongside families, seeking ways to strengthen and 

encourage the family unit that God intended. Generations of Faith operates on the premise that Parents 

are the main spiritual teachers and need to encourage and equip them. We do this by: 

1. Classes and events in which basic spiritual disciplines are taught to the whole family. 

2. The second way is through family fun events. These events are designed so that families have 

opportunities to put what they have learned into practice. There are a variety of events which involve 

different family members spending quality time together. During these events parents will be present 

and therefor will be responsible for their own children 

Job Description – Generations of Faith Team Leader 

Purpose: To empower families to make Christ the centre of their homes, by teaching, equipping and 

providing environments for strengthening family relationships. 

 

Qualifications: (see page 12 and 13 for general qualifications) 

1. An active, growing believer in Jesus.  

2. A Member of Huron Chapel. 

3. Demonstrates a passion for and is involved in actively promoting discipleship with in the family 

unit, promoting this to the Church and to the community around us. 

4. Has the ability to work with other ministries in a team setting and is an active member of the 

Children, Youth and Family Ministry Team. 

5. Is an approved Ministry Person, is trained and is committed to the implementation of the Huron 

Chapel Operators Manual (HCOM).  

6. Understands age appropriate curriculum and activities. 

7. Seeks out volunteers to serve on their team by having Ministry Personnel with completed 

applications, references checked and who have been fully approved by the Ministry Lead and have 

received proper training.  

8. A Servant Leader. 
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Responsibilities: 

1. To come alongside families and equip them to bring Christ into the centre of their homes.  

2. To provide families with encouragement, tools and idea as they desire to see faith grow in their 

homes. 

3. To build a team which can organize workshops and family events throughout the year which 

encourage families to build deeper relationships with God and with each other.   

4. To pray for all aspects of Generations of Faith.  

5. To perform a semiannual Hazard & Safety Check, which will be submitted to the Ministry Director. 

6. To submit an annual budget and an annual report to the Ministry Director. 

 

Support and Accountability: 
1. The Children, Youth and Family Ministry Team  

2. Children, Youth and Family Ministry Director 

3. Board of Elders and Pastoral staff 

4. Members of the Congregation 

 

Term: Generations of Faith Team Leader term is for one year minimum. 

 

Volunteer Master Schedule Coordinator 
Sunday mornings are very busy at Huron Chapel and require many volunteers to keep everything 

running smoothly. The Volunteer Master Schedule Coordinator compiles the list of Ministry Personnel 

received from each of the ministries that operate on Sunday mornings, and from the list of prospective 

Ministry Personnel received through the completion of the Ministry Survey and creates a schedule. The 

Ministry Survey will be completed annually in January and findings will be shared with the Personnel 

Committee.   

 

Job Description – Volunteer Master Schedule Coordinator 

 

Purpose: To create a master schedule for Sunday morning Ministry Personnel.  

 

Qualifications: (see page 12 and 13 for general qualifications) 

1. An active, growing believer in Jesus. 

2. A Member of Huron Chapel. 

3. One who sees the necessity in creating a volunteer master schedule so that all Ministry Personnel are 

coordinated and will serve in an equal and timely fashion.  

4. One who has the ability to work with other ministries in a team setting and an active member of the 

Children, Youth and Family Ministry Team. 

5. One who is an approved Ministry Personnel, is trained and is committed to the implementation of 

the Huron Chapel Operators Manual (HCOM).  

6. One who possess organizational skills and is gifted at understanding personalities that work well 

together. 

7. To seek out volunteers to serve on their team by having Ministry Personnel with completed 

applications, references checked and have been fully approved by the Ministry Lead and have 

received proper training.  

8. A Servant Leader. 
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Responsibilities: 
1. To create an annual Ministry Survey. This allows volunteers to move around among the Sunday 

morning activities serving in different capacities as they feel called. It will also assist the Personnel 

committee as they seek to help volunteers find a place to serve at Huron Chapel. 

2. To create a working schedule. 

 

Support and Accountability: 

1. The Children, Youth and Family Ministry Team  

2. The Children, Youth and Family Ministry Director  

3. Board of Elders and Pastoral staff 

4. Members of the Congregation 

 

Term: The Volunteer Master Schedule Coordinator’s term is for one year minimum. 

 

 
 

Youth Ministry  
 

Huron Chapel Youth Ministry seeks to provide an environment where relationships can grow. The most 

important relationship is the one between Creator God and His creation, us. The second most important 

relationship is the one between God’s most sacred creation, humans. Teen years can be difficult to 

navigate and youth ministry is there to help students in grades 7 to entering college age to flourish in this 

time. We believe that parents are the single greatest influencers in the life of their teens and we strive to 

come alongside parents as they seek to raise their children. We believe that the teen years are character-

building years and we strive to teach biblical foundations that lead to an introduction to Jesus, and a 

desire to live in a way that is pleasing to Him.  We believe that teens can and should reach out to their 

friends and we seek to provide a safe environment in which students feel their friends are welcome. We 

believe that we earn the privilege to speak truth into the life of another person and we strive to build 

lasting and deeper relationships.   

Youth Code of Conduct 

At Huron Chapel Youth (HCY) we aim to create a safe and loving environment where students can 

create lifelong friendships, have meaningful discussions about God, and feel safe to explore their lives 

as teenagers and as Christians. 

 

At HCY, in order to have the best experience for all our students and leaders, we aim to follow standards 

that promote encouragement, a safe environment, and respect for all that attend. As a student attending 

HCY, we expect that you will abide by the following standards at any HCY-related event (put on by 

Huron Chapel or others). We ask that you would read the following statements carefully and that the 

student and parent/guardian would both sign and agree to upholding these standards.  

 

HCY reserves the right at any time to impose consequences for any student not abiding by these 

standards. Consequences will be determined on a case-by-case basis. We do this not to restrict the 

experience students have at HCY, but to create a loving, safe, and godly environment for everyone 
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attending. 

The Youth Code of Conduct is as follows... 

The Student will: 

1. Respect each person 

a. Respect, listen and cooperate with youth leaders 

b. Respect all students, their opinions, feelings, emotions, and physical property 

c. Respect information shared, and keep things shared in small groups confidential 

d. Never leave the supervisory presence of HCY. For your protection the youth leaders need to 

know where you are both at youth group and during youth events and outings 

e. Never bully, harass, discriminate, or cause any type of physical harm to another person. This will 

not be tolerated. 

f. Always use church appropriate language and dress 

g. Never use drugs, alcohol, or illegal substances at HCY 

2. Promote Godly relationships in all areas 

a. Not be alone with students or leaders of the opposite gender during HCY youth or related events 

b. Refrain from inappropriate displays of affection (PDA), including (but not limited to): kissing, 

cuddling, actions of a sexual nature.  

 

This code of conduct is applicable to all youth leaders as well. 

For the protection of our Youth, Ministry Personnel are to be committed to maintaining a consistent 

spiritual life (which includes prayer and Bible reading), attendance at Youth events and worship 

services, and communication within the team. Youth Ministry Personnel are to be role models of 

integrity at all times refraining from activities that are morally, ethically, or biblically questionable. 

Youth Registration: 

1. Youth will complete an annual registration form, which will cover attendance at all youth events. 

Overnight and High Risk events require a separate registration due to risks or location. It will be 

included in the event registration package (see forms).  

2. Annual registration will include parental/guardian consent, permission to communicate (in 

accordance with anti-spam laws), permission for photos, emergency contact, allergy information, and 

the acknowledgment of risk.  

3. Attendance of youth and Ministry Personnel will be taken at each youth event and filed permanently 

via Elvanto. 

Contacting Opportunities: 

1. Ministry Personnel will meet with youth in smaller group settings or in teams.  

2. Ministry Personnel will only contact those students with whom they have parental consent for 

ministry purposes. 

3. Only those who are approved by the Ministry Lead will conduct one-on-one mentoring. This will be 

conducted in public settings, or within view of others (never behind closed doors or with no one 

around). The time, location, and names of those present will be recorded. Parental consent must be 

granted prior to the meeting and parents will be notified on the day of the meeting.   

4. Ministry personnel must not drive alone with a student of the opposite gender.  As ministry personnel 

we must be aware of cross-gender issues and do everything in their power not to cause others to be 

suspicious of their actions (see transportation guidelines). 
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Coaching / Mentoring Youth: 

All coaching that happens with youth is a non-professional, helping relationship. 

Awareness of and adherence to the following ethics in counselling is required:  

1. Respect the person’s dignity and worth as they are created in the image of God with huge potential! 

2. Live, act and coach in accordance with godly values.  

3. Work towards their best interest, not yours. 

4. Don’t force your help on anyone. Be sure not to manipulate or use guilt in coaching.  

5. Fully inform them of where you are leading them.  

6. Never exploit trust or dependency.  

7. Share the bounds of confidentiality at the outset.  

8. If feelings of attraction begin in either party, terminate counselling immediately.  

9. Never coach if the person is under the influence of alcohol, drugs, or illness.  

10. Never create false expectations of favourable results.  

11. Keep information confidential unless the person’s welfare is at stake. As a general rule, only share 

information if the person consents.  

12. All coaches are legally bound to report physical abuse or neglect of a minor to the Department of 

Social Services or the police. Anyone who does not comply with this law is liable to a fine and/or a 

jail sentence.  

13. Refer individuals requiring specialized physical, mental, or emotional diagnosis, therapy or 

treatment to qualified health-care professionals. Be aware of counselling issues that relate specifically 

to youth. 

14. Coaches will report to the Ministry Lead if coachee is going to hurt themselves, hurt someone else or 

if they are being hurt by someone.  

How mentoring happens  

1. Mentoring begins either by parental/guardian request or by the request of the youth leader to the 

parents as a resource available for their child.  

2. Appointment is set up and parents are notified.  

3. On the day of the appointment, parents are notified via text that appointment is happening and are 

also notified when appointment is over.  Appointment happens in a public setting.  

4. Mentoring only happens with someone of the same gender.   

Recognition of Youth Development: 

1. They need to form their own identity and self-esteem; you can help by building into their character.  

2. They are adapting to rapid physical changes; this can add to the confusion in many situations. They 

are adapting to sexual changes; weird feelings, fantasies and confusion which make decision making 

more difficult. 

3. They are struggling with dependence vs. independence; teens are beginning to move away from their 

parents and yet know that they love and need them. This struggle can make them irritable, 

argumentative, irrational and difficult. Usually the conflicts arise from difference in opinion on how 

much freedom they can have. Don’t take sides... ever! 

4. There is an increasing importance of peer and intimate relationships; they need approval and often 

overreact to rejection.  

5. They are forming all of their life-directing values and beliefs; most of these lessons (careers, 

lifestyles, behaviours and even problem-solving) need to be learned experimentally.  

6. They need to develop a wider variety of social/interpersonal skills; dealing with conflict, coping, 
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stress, temptation, study, productivity, interaction, authority or handling money all need to be 

understood and developed.  

Recognize How Youth Respond To Problems In An Unhealthy Way: 

1. Repression is exhibited through denial, pushing aside and trying to forget. This often results in more 

serious behaviours such as eating disorders, anger, apathy, poor achievement, withdrawal or 

substance abuse. 

2. Suppression is not an activity of denial but an attempt to hide it from others. Behaviours may be 

similar to repression but could be expressed through running away, substance abuse or suicide. 

3. The antithesis of repression and suppression is expression. It is an obvious negative outward response 

that may be exhibited through anger, quitting school, lying, stealing, substance abuse, defiant 

behaviour or rebellion. These responses are a way of ‘crying out for help’ and may lead to serious 

depression. 

Substance Abuse Indicators: 

Social Indicators:  
Family history of substance abuse, changes in peer group, uncharacteristic irritability or moodiness; 

suspicion of and aggression towards friends, teachers, parents; lying, theft, promiscuity, rebelliousness, 

antisocial behaviour, withdrawal, consistent failure to meet obligations. 

Physical Indicators: 
Hangovers, hand tremors, appetite/weight gain or loss, sleeping difficulties, drawn appearance, fatigue, 

changes in hygiene, dress, grooming, red eyes, dilated pupils, vague, dull, confused. 

Behavioural Indicators: 

Low or deteriorating self-esteem, loss of interest in usual activities, grandiose feelings, can’t cope, easily 

frustrated impulsive behaviour, depression, suicide attempts, confusion, poor memory, paranoid 

statements and feelings, uncharacteristic irritability, moodiness withdrawal, failure to meet obligations.  

Suicide and Crisis Intervention: 

Awareness and detection of depression and suicidal tendencies among youth: 

• Direct or indirect preoccupation with death: Verbal or written suicidal statement/references, giving 

away personal belongings, writing of a will, previous attempts 

• Significant lifestyle changes: Loss of significant person through death, divorce, separation, loss of an 

object of affection (friend, boyfriend, girlfriend), loss of health, financial difficulties, loss of status 

• Observable changes in behaviour or motivation: decreased academic performance, more attendance 

problems or lateness, poor interpersonal relationships, decrease in social activity, substance abuse  

• Observable changes in personality and emotions: Feelings of helplessness, hopelessness, 

discouragement, feelings that life is too painful or too difficult, frequent crying, tantrums, irritability, 

moodiness  

• Physical and somatic changes: Loss or increase in appetite, headaches, stomach aches, change in sleep 

patterns, symptoms of substance abuse, deterioration of hygiene or tidiness  

 

All threats of suicide must be responded to in the following way: 
Always take suicide threats seriously and respond accordingly. Don’t minimize their pain; don’t ask 

leading questions, rather reflect their feelings back to them; don’t make promises that you can’t keep. 

Hear them out, listen and encourage. Determine the seriousness of the individual’s suicidal thoughts, 
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noting the detail of the plan, including specific dates, times, methods and any advanced preparation 

already completed. Remind them that God has not turned His back on them (Romans 8:38-39). Assure 

them that you are concerned and you would like to put them in touch with someone who can help.  

Don’t take the role of a therapist. Keep them safe.  Inform Ministry Lead and seek professional help.  

Determine the need for professional assistance. If the situation is dangerous or you sense that it is 

beyond your ability, refer it to a professional sooner rather than later. 

Counselling takes time, energy and resources to deal effectively with certain situations. 

 

Job Description – Youth Ministry Team Leader 

 
Purpose: To ensure that the operation and function of Youth Ministry at Huron Chapel. 

 

Qualifications: (see page 12 and 13 for general qualifications) 

1. An active, growing believer in Jesus.   

2. A Member of Huron Chapel. 

3. Demonstrates a passion for Youth Ministry at Huron Chapel. 

4. Has the ability to work with other ministries in a team setting and is an active member of the 

Children, Youth and Family Ministry Team. 

5. Is an approved Ministry Person, is trained and is committed to the implementation of the Huron 

Chapel Operators Manual (HCOM).  

6. Understands the vision and values of Huron Chapel and operates within these guidelines. 

7. Understands age appropriate curriculum, and activities for teens. 

8. Understands what it takes to minister to students and their parents.  

9. Seeks out volunteers to serve on their team by having Ministry Personnel with completed 

applications, references checked and who have been fully approved by the Ministry Lead and have 

received proper training.  

10. A Servant Leader. 

 

Responsibilities: 

1. To coordinate all aspects of youth ministry at Huron Chapel including biblical teaching, activities, 

schedules, training, and coaching. 

2. To coordinate training for youth workers and to adhere to the Huron Chapel Operations Manual for 

Youth Ministry and to attend annual training for the protection of children and youth. 

3. To ensure that Youth Ministry operates within the parameters set out by the Church by making 

executive decisions, regularly scheduling meetings, being a member of the Children and Youth 

Ministry Team, and giving overall leadership to this ministry.  

4. To pray for all aspects of Youth Ministry.  

5. To Perform a semiannual Hazard & Safety Check, which will be submitted to the Ministry Lead. 

6. To submit an annual budget and an annual report to the Ministry Director. 

Support and Accountability: 
1. The Youth and Family Ministry Team  

2. The Children, Youth and Family Ministry Director 

3. Board of Elders and Pastoral staff 

4. Members of the Congregation 
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Term: The Youth Ministry Team Leader term is for one year minimum. 

 

Job Description – Youth Ministry Team Member 

 
Purpose: To be part of the youth ministry team seeking to reach out to teenagers showing them God’s 

love. 

 

Qualifications: (see page 12 and 13 for general qualifications) 

1. An active, growing believer in Jesus 

2. A Member or Adherent of Huron Chapel. 

3. One who demonstrates a passion for Youth Ministry at Huron Chapel. 

4. One who is an approved Ministry Person, is trained and is committed to the implementation of the 

Huron Chapel Operators Manual (HCOM).  

5. One who understands what it takes to minister to students and their parents.  

6. A Servant Leader 

 

Responsibilities: 
1. To assist with all aspects of youth ministry. 

2. To provide a caring and friendly environment for all youth and fellow team members. 

3. To adhere to the Huron Chapel Operations Manual attending annual training for the protection of 

children and youth. 

4. To pray for all aspects of Youth Ministry.  

 

Support and Accountability: 
1. Youth Ministry Team Members  

2. The Youth Ministry Team Leader  

3. The Children, Youth and Family Ministry Team 

4. The Children, Youth and Family Ministry Director 

5. Board of Elders and Pastoral staff 

6. Members of the Congregation 
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New Christian Procedures and Follow up : 
 

Huron Chapel counts it an honour, a privilege and a humbling experience to see so many children and 

youth come to know Christ through all of our programs. Since this is such an important part of our 

ministries, we have created a standard procedure for handling New Christians and follow-up. We believe 

that following this procedure will create great accountability and opportunity for further ministry with 

all children and youth who come through our doors. 

 

During events/programs:  
During events and programs, opportunities will be given for salvation. During these moments, names 

will be taken of children and youth choosing to participate. 

At events, children and youth may approach their leader for a New Believer Package, which includes a 

booklet to explain the decision that has just been made, and bracelet. 

Lists of names of children and youth will be kept and immediately given to the Ministry Lead for 

permanent record and follow-up: 

Follow-Up:  
All follow-up of New Christians will be performed by the Ministry Lead and approved Ministry 

Personnel. All follow-up whether in person, via phone, or online, is to be recorded on Elvanto in each 

individual's profile under the 'notes' section. This is for accountability and for future reference. The 

Follow-Up procedure is as follows: 

Within first month: 

Phone call - Congratulations! Suggested script for call: 

o “Hello, my name is ________ (YOUR NAME). Is this the parent of _______ (CHILD)? Nice to meet 

you! We met your son/daughter at _______ (EVENT). We wanted to call and congratulate them 

because during the week, we presented the gospel and ________ (CHILD) accepted Christ as their 

saviour and became a Christian! We are so excited for them! 

o Personal invite back to church and programs 

o Anything we can pray for? Any questions? 

o Email you with resources 

o If you have any questions, name, church websites, call back 

ALWAYS keep a record of the call on the child’s Elvanto file for further follow-up. List the caller, who 

you spoke with, short notes about the call, and any further follow-up needed and action 

Email (using template via Elvanto emailing system) - Congratulations! 

- Programs available  

- Leadership and contact info 

- Recommended Bible reading: John 

- Recommended videos: Bible Project 

- We’re here to help! 

- Resources – re-attach New Christian booklets; prayer, Bibles, etc. 

ALWAYS keep a record of the email on the child’s Elvanto file for further follow-up. List the recipient, 

email topic, and who sent it. 

If no interaction, re-contact after 6 months, and again at a year. 

After a year, do not re-contact in this regard, but keep included in mass email and event notifications. 
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Forms 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ministry Personnel Application Form 

Adult  
The protection of children, youth, vulnerable persons, and our ministry is extremely important.  We 

appreciate your willingness to join our team with the understanding that this is the first step in the 

process leading towards a partnership in ministry. Please fill in what you are comfortable filling in. 

 

Personal Information: 
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Full Name: ________________________________________________________________________ 

Address:__________________________________________________________________________ 

Email: ____________________________________________________________________________ 

Phone Number: ___________________ Cell Number: ____________________________________ 

Preferred method of communication:___________________________________ 

Name of Spouse, Children or Relatives also attending Huron Chapel EMC: 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

Hobbies, Interests and Skills:  

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

Spiritual History: 

How long have you attended Huron Chapel EMC? _________________________ 

Are you a regular attender (2 or more services per month)? _______________ 

Are you a Member of Huron Chapel EMC? Yes ___ No ___ Date: ______________ 

When did you accept Jesus as your Saviour? _____________________________ 

Have you been baptized? Yes ___ No ___ Date: ___________________________ 

In a brief paragraph give a short outline of your spiritual journey, when you first trusted Jesus as your 

personal Saviour, and how your relationship with Him is growing:   

____________________________________________________________________ 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

___________________________________________________________________________________ 

Do you have any gifts, special training, or education that would help you to work with the Ministry 

Teams at Huron Chapel EMC? 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________
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____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

Ministry Information and Experience: 
Churches attended in the past five years: 

 

CHURCH: ADDRESS: 
PHONE 
NUMBER: 

DATES 
ATTENDED: 

MEMBER? 
 (If not, please note regularity 
of attendance/involvement) 

     

     

     

 

 

 

 

 

 

Present and previous ministry experience: 

 



 

March 2020 Edition  
68 

CHURCH: MINISTRY AREA: 
DATES SERVED & 

LEVEL OF 
INVOLVEMENT: 

MINISTRY LEADER: PHONE NUMBER: 

     

     

     

     

     

 

 

Information about your Ability to work with Children, Youth and Vulnerable Persons” 

  

In order to provide a safe and secure environment for children, youth and vulnerable persons, it is 

necessary to ask the following questions as part of your application process. All information will be kept 

confidential. If you are uncomfortable answering the following questions, they will be covered in an 

interview  

 

Are there any circumstances involving your lifestyle or history that could call into question your ability 

to work safely with children, youth and vulnerable persons? (e.g. use of pornography, use of illegal 

drugs, etc.) Yes ___ No ___ 

 

Have you ever been convicted or found guilty of a criminal offence for which a pardon has not been 

granted? (This does not include minor traffic violations). If yes, please list offences and dates of 

convictions below.  Yes _____ No _____   

____________________________________________________________________________________

____________________________________________________________________________________ 

Have you ever been expelled from or had your employment terminated by any organization or employer 

for assault or violence against any person, or for assault, violence or impropriety with children, youth or 

vulnerable persons?    Yes ___ No ___ 

Have you ever been investigated by Children’s Aid or any other organization for suspected child abuse? 

Yes ___ No ___ 

Have you ever been a defendant or respondent in a civil lawsuit or human rights complaint or other legal 

proceeding in which you were alleged to have abused or engaged in violence, harassment or other 

immoral or illegal behaviour or conduct involving another person? 

Yes ___ No ___ 

 

Do you have any health concerns which could impact your ability to perform functions of the volunteer 

position at Huron Chapel EMC? (Please note, that that such health concerns may not prevent your status 

as a volunteer, but may determine positions with which you may serve.)  Yes ___ No ___ If Yes, please 

list: 
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____________________________________________________________________________________

___________________________________________________________ 

Do you have any contagious diseases or conditions of which we should be aware, and which we may 

need to take steps to protect against transmission should you volunteer at Huron Chapel EMC? Yes ___ 

No ___ If Yes, please list or speak to the Ministry Leader   

____________________________________________________________________ 

References: 
Please provide the names of three individuals (excluding relatives) who could provide a reference for 

you. Please include one from outside the Church. 

 

NAME OF 
REFERENCE: 

ADDRESS: PHONE NUMBER: RELATIONSHIP: 
How long have 
you known this 
reference? 

     

     

     

 

How can we help you find your right fit? 
1. Is there a particular ministry area you feel would be a great fit for you relating to the gifts and 

abilities God has given you? 

_________________________________________________________________________________

_________________________________________________________________________________ 

2. Are there any areas of concern or ministries that would not be a good fit for 

you?_____________________________________________________________________________

_________________________________________________________________________________

____ 

3. Do you consider yourself a team player?  Yes ___ No ___ Please explain: 

_________________________________________________________________________________

_________________________________________________________________________________ 

4. God gifts each of us with special gifts and abilities, list some that you may have: 

_________________________________________________________________________________

_________________________________________________________________________________ 

Ministry Personnel Agreement Form and Covenant of Care 
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I (Name of Volunteer) ___________________________________ have read, understand and agree to 

comply with all policies and procedures of Huron Chapel to protect the health and safety of Children, 

Youth and Vulnerable Adults at all times. 

 

I also acknowledge the paramount importance of safeguarding in all respects all of those to whom we 

minister especially Children, Youth and Vulnerable Adults by: 

• Following all of the directives of the policies; 

• Complying with the information given in my training orientation; 

• Using appropriate language; 

• Showing no bias on account of gender, ethnic background, skin colour, intelligence, age, religion, 

socio-economic status; and 

• Respecting confidentiality and privacy, unless a Child, Youth, or Vulnerable Adult is in danger, in 

which case I will notify the police or other appropriate civil authority.  

Signature ________________________________________________ 

Printed Name __________________________  Date ______________________ 

Confidentiality Agreement for Huron Chapel EMC  

I understand that I will obtain or have access to sensitive and confidential information in my role with 

Huron Chapel Evangelical Missionary Church. That confidential information may include, without 

restriction, personal information regarding employees, volunteers, Members, attendees, supporters or 

persons assisted by Huron Chapel including information relation to donations, personal or family 

matters, or obtained from background screening of prospective employees or volunteers. I agree to 

maintain strict confidentiality of all information and I will not disclose such information to anyone 

(including to employees, volunteers, Members, attendees, supporters, persons assisted, or my spouse or 

family members) except authorized representatives of Huron Chapel who need to know such 

information or as required by law. I understand and agree that confidentiality is very important in my 

role and critical to the effective functioning of Huron Chapel. If I become aware that any confidential 

information was improperly disclosed, I will immediately advise the Ministry Lead of Huron Chapel. 

 

Applicant Name: _____________________________________________  

Signature: ____________________________________________________ 

Witness Name: ____________________________________________  

Signature: ____________________________________________________ 

Date: _________________________ 
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Statement of Faith for Huron Chapel Evangelical Missionary Church  

Essential Doctrines: 

1. THE HOLY SCRIPTURES as originally given by God, divinely inspired, infallible, entirely 

trustworthy; and the only supreme authority in all matters of faith and conduct.  

2. ONE GOD, eternally existent in three Persons, Father, Son and Holy Spirit.  

3. ONE LORD JESUS CHRIST, Our Saviour, God manifest in the flesh, His virgin birth, His sinless 

human life, His divine miracles, His bodily resurrection, His ascension, His mediatorial work and 

substitutionary death, and His personal return in power and glory.  

4. THE SALVATION of lost and sinful people through the shed blood of the Lord Jesus Christ by 

faith apart from works, and regeneration by the Holy Spirit.  

5. THE HOLY SPIRIT by whose indwelling the believer is enabled to live a holy life to witness and 

work for the Lord Jesus Christ.  

6. THE UNITY in the Spirit of all true believers, the Body of Christ; visible in gathered communities 

and in cooperative mission.  

7. THE RESURRECTION of both the saved and the lost; they that are saved unto the resurrection of 

life, and they that are lost unto the resurrection of damnation.  

We Believe: 
1. The Cross of Christ is the epicentre of our Christian faith and self–understanding (1 Cor 2:2), the 

core of Christian theology, its key and its foundation, is the content of Christian preaching.  

2. The Holy Spirit empowers us to love like Jesus in victory over the world, the sinful nature (flesh) 

and the devil.  The Holy Spirit causes us to be partakers of God’s nature through union with Christ 

and to be His witnesses, sharing our faith with others (1 John 2:15-17; 4:12-13; 5:1-5; 2 Pet 1:4; 

Acts 1:8).  

3. As believers we are called to be disciples of Christ.  A disciple is someone who follows Jesus, who 

willingly submits to and obeys Jesus’ perfect will, and someone who has a living relationship with 

Jesus 

4. We are commissioned by Christ to go and make disciples of all nations, (Matthew 28:19) 

5. We believe that God sovereignly and freely distributes gifts to each of His children as He sees fit, (1 

Co2 12:11).  He does this for the purpose of serving one other and building up the body, (1 Timothy, 

4:14, 1 Peter 4:10) 

 

Applicant Name: ________________________________________________ 

 

Applicant Signature: _____________________________________________ 

 

Date: _____________________ 

 

 

 

 

 

Volunteer Code of Conduct 
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Huron Chapel EMC is committed to upholding a biblical and moral ethic in all practices. Besides what 

is already clearly laid out in scripture, and stated again in our Statement of Faith, Huron Chapel EMC 

upholds a Volunteer Code of Conduct which defines issues of daily moral and ethical choice related to 

faith, daily life, treatment of others, etc. Volunteers choosing to participate in ministries at Huron Chapel 

are asked to uphold this. 

 

Volunteers serving with Huron Chapel EMC should: 

1. Respect the role 

Volunteers must understand the nature of their role and responsibilities as a volunteer with Huron 

Chapel. While serving with Huron Chapel you will be seen as a representative of Huron Chapel. 

Volunteers must keep their activities within the scope and boundaries of their roles and remain 

accountable the Ministry Leader they are serving with. 

2. Respectful conduct 

Volunteers must treat with respect all fellow volunteers, Ministry Leaders, and all others with whom 

they interact while serving at Huron Chapel with respect. Harassment, discrimination or other 

behaviours that compromise the dignity and self-worth of others cannot be tolerated, and will be 

addressed promptly, in confidence, and in accordance with standards of due process developed by Huron 

Chapel. Huron Chapel expects all staff and volunteers to abide by the Ontario Human Rights Code. 

- By having an attitude of compassion towards others and by working as a team to create a safe for 

everyone.  

- By interacting with all volunteers and participants using language that is uplifting and appropriate. 

Profanity, coarse jokes, sexually inappropriate comments and conversations that do not honour God 

will not be tolerated.   

- By realizing that as a volunteer you may be seen as an example and must promote a God honouring 

Biblical lifestyle, which includes modesty and moderation. You must not promoting views that are 

contrary to the Bible and not promoting any organizations and personal opinions that hold such views. 

 

 

Applicant Name: ________________________________________________ 

 

Applicant Signature: _____________________________________________ 

 

Date: _____________________ 
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Ministry Personnel Application Form 

Student (Ages 12 to 18) 
The protection of children, youth, vulnerable persons, and our ministry is extremely important.  We 

appreciate your willingness to join our team with the understanding that this is the first step in the 

process leading towards a partnership in ministry.  

 

Personal Information: 

 

Full Name: _________________________________________________________________________ 

Address:___________________________________________________________________________ 

Email: _____________________________________________________________________________ 

Phone Number: ___________________  Cell Number: ____________________________________ 

Preferred method of communication: __________________________________________________ 

Name of Parents / Guardians _________________________________________________________ 

Are your Parents/Guardians supportive of your ministry involvement?  

Yes ___ No ___. If No, please explain 

____________________________________________________________________________________ 

Hobbies, Interests and Skills:  

____________________________________________________________________________________

____________________________________________________________________________________

________________________________________________ 

Volunteer Experience and Employment: 
Please fill the list below with any volunteer or employment experience you may have. (Please include 

dates, position, name of supervisor and phone number) 

____________________________________________________________________________________

____________________________________________________________________________________ 

Spiritual History: 
How long have you attended Huron Chapel EMC? _________________________ 

Are you a regular attender (2 or more services per month)? ________________ 

When did you accept Jesus as your Saviour? _____________________________ 

Have you been baptized? Yes ___ No ___ Date: ___________________________ 

In a brief paragraph, describe what does your faith means to you? (use the back if needed) 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

What strengths and assets would you bring to ministry at Huron Chapel? 

____________________________________________________________________________________

____________________________________________________________________________________ 

Is there an area of ministry that would not be a good fit for you? 
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____________________________________________________________________________________

____________________________________________________________________________________ 

References: 
List 3 adults that you have known for at least one year who would have a definite knowledge of your 

character and abilities. You may include one relative.   

(Include their Name, Phone Number and why you are using them as a reference) 

____________________________________________________________________________________

____________________________________________________________________________________

________________________________________________ 

____________________________________________________________________________________

____________________________________________________________________________________

________________________________________________ 

 

I (Name of Volunteer) ___________________________________ have read, understand and agree to 

comply with all Huron Chapel policies and procedures  to protect the health and safety of Children, 

Youth and Vulnerable Adults at all times. 

I also acknowledge the paramount importance of safeguarding in all respects all of those to whom we 

minister especially Children, Youth and Vulnerable Adults by: 

• Following all of the directives of the policies; 

• Complying with the information given in my training orientation; 

• Using appropriate language; 

• Showing no bias on account of gender, ethnic background, skin colour, intelligence, age, religion, 

socio-economic status; and 

• Respecting confidentiality and privacy, unless a Child, Youth, or Vulnerable Adult is in danger, in 

which case I will notify the police or other appropriate civil authority.  

 

Signature _____________________________________________________________ 

Printed Name ____________________________  Date______________________ 
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Volunteer Code of Conduct 

Huron Chapel EMC is committed to upholding a biblical and moral ethic in all practices. Besides what 

is already clearly laid out in scripture, and stated again in our Statement of Faith, Huron Chapel EMC 

upholds a Volunteer Code of Conduct which defines issues of daily moral and ethical choice related to 

faith, daily life, treatment of others, etc. Volunteers choosing to participate in ministries at Huron Chapel 

are asked to uphold this. 

 

Volunteers serving with Huron Chapel EMC should: 

1. Respect the role 

Volunteers must understand the nature of their role and responsibilities as a volunteer with Huron 

Chapel. While serving with Huron Chapel you will be seen as a representative of Huron Chapel. 

Volunteers must keep their activities within the scope and boundaries of their roles and remain 

accountable the Ministry Leader they are serving with. 

2. Respectful conduct 

Volunteers must treat with respect all fellow volunteers, Ministry Leaders, and all others with whom 

they interact while serving at Huron Chapel with respect. Harassment, discrimination or other 

behaviours that compromise the dignity and self-worth of others cannot be tolerated, and will be 

addressed promptly, in confidence, and in accordance with standards of due process developed by Huron 

Chapel. Huron Chapel expects all staff and volunteers to abide by the Ontario Human Rights Code. 

- By having an attitude of compassion towards others and by working as a team to create a safe for 

everyone.  

- By interacting with all volunteers and participants using language that is uplifting and appropriate. 

Profanity, coarse jokes, sexually inappropriate comments and conversations that do not honour God 

will not be tolerated.   

- By realizing that as a volunteer you may be seen as an example and must promote a God honouring 

Biblical lifestyle, which includes modesty and moderation. You must not promoting views that are 

contrary to the Bible and not promoting any organizations and personal opinions that hold such views. 

 

Signature ____________________________________________________________ 

 

Printed Name ____________________________  Date______________________ 
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Ministry Personnel Application Form 

Temporary Volunteer  
This form is for those that will be serving with Huron Chapel EMC for less than a one-week 

period, and will not be put in a Position of Trust.  

This means that the applicant will not be allowed to serve in less than a group setting in all areas of our 

ministries that involve children, youth or vulnerable persons. The protection of children, youth, 

vulnerable persons, and the ministry at Huron Chapel is extremely important.  

Personal Information: 

Full Name: ________________________________________________________________________ 

Address: __________________________________________________________________________ 

Email: ____________________________________________________________________________ 

Phone Number: ___________________  Cell Number: ___________________________________ 

Name of Spouse, Children, Relatives or Friends attending Huron Chapel EMC: 

__________________________________________________________________________________ 

Have you volunteered with other organizations in the past 

__________________________________________________________________________________ 

Hobbies, Interests and Skills: 

____________________________________________________________________________________

____________________________________________________________________________________ 

The Applicant Agrees to: 

• Respect the confidentiality of all information that may be received regarding any Members, attendees 

or personnel while a volunteer. 

• Notify the appropriate person at the organization as soon as possible when circumstance necessitates 

their absence (holidays, illness, appointments, etc.) 

• Submit to the Huron Chapels’ policies on child, youth and vulnerable persons protection under the 

direction of the Ministry Team Leader. 

• Care for children, youth and vulnerable persons in a group setting only. 

• Be a role model to those the volunteer comes in contact with.   

 

Huron Chapel EMC Children, Youth and Family Ministry Agrees to: 

• Show respect and appreciation by giving the volunteer a suitable assignment in line with areas of 

interest and skills. 

• Inform the volunteer in advance of all schedule changes (holidays, special events, etc.) 

 

 

Applicant Name: _______________________ Signature _______________________ 

Ministry Team Leader Name: ___________________Signature: ________________ 

Date: ______________________ 
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Volunteer Code of Conduct 

Huron Chapel EMC is committed to upholding a biblical and moral ethic in all practices. Besides what 

is already clearly laid out in scripture, and stated again in our Statement of Faith, Huron Chapel EMC 

upholds a Volunteer Code of Conduct which defines issues of daily moral and ethical choice related to 

faith, daily life, treatment of others, etc. Volunteers choosing to participate in ministries at Huron Chapel 

are asked to uphold this. 

 

Volunteers serving with Huron Chapel EMC should: 

1. Respect the role 

Volunteers must understand the nature of their role and responsibilities as a volunteer with Huron 

Chapel. While serving with Huron Chapel you will be seen as a representative of Huron Chapel. 

Volunteers must keep their activities within the scope and boundaries of their roles and remain 

accountable the Ministry Leader they are serving with. 

2. Respectful conduct 

Volunteers must treat with respect all fellow volunteers, Ministry Leaders, and all others with whom 

they interact while serving at Huron Chapel with respect. Harassment, discrimination or other 

behaviours that compromise the dignity and self-worth of others cannot be tolerated, and will be 

addressed promptly, in confidence, and in accordance with standards of due process developed by Huron 

Chapel. Huron Chapel expects all staff and volunteers to abide by the Ontario Human Rights Code. 

- By having an attitude of compassion towards others and by working as a team to create a safe for 

everyone.  

- By interacting with all volunteers and participants using language that is uplifting and appropriate. 

Profanity, coarse jokes, sexually inappropriate comments and conversations that do not honour God 

will not be tolerated.   

- By realizing that as a volunteer you may be seen as an example and must promote a God honouring 

Biblical lifestyle, which includes modesty and moderation. You must not promoting views that are 

contrary to the Bible and not promoting any organizations and personal opinions that hold such views. 

 

 

 

Signature ____________________________________________________________ 

 

Printed Name ____________________________  Date______________________ 
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Youth Ministry Registration  

and Consent Form  
Information received is confidential and is being gathered for the purposes of serving your child while 

they are at youth programs at Huron Chapel. Any medical information collected here serves to authorize 

Huron Chapel, its Staff and Volunteers, to obtain medical assistance in emergencies. This registration 

form is for all activities happening within regular ministry settings. 

Registration for school year 20___ to 20___  

Student’s Name: ___________________________ Date of Birth: __________________ 

Address:___________________________________________________________________ 

Phone Number: _______________________ Parents’ Work Number: ______________ 

Health Card Number: _________________________________ School Grade: _______ 

Family Doctor: ______________________________ Phone Number:_______________ 

Allergies: ______________________________________________________________ 

In case of an emergency, contact: ___________________________________ 

Does your Child have any physical, emotional, mental, behavioural concerns or limitations that staff 

should be aware of? Yes ___ No ___ 

If yes, please explain:_______________________________________________ 

Please fill in additional information on the following sheets.  

Is your Child bringing any medication with him/her? Yes ___ No ___ 

If yes, please list 

____________________________________________________________________________________

________________________________________________________________ 

The safety of your child is our primary concern. Precautions will be taken for their well-being and 

protection  

I/we, the Parents or guardians named below, authorize Rob Campbell or one of Huron Chapels Youth 

Program Personnel to sign a consent for medical treatment and to authorize any physician or hospital to 

provide medical assessment, treatment or procedures for the participant named above. 

I/we, named below, undertake and agree to indemnify and hold harmless Program Personnel, 

Organization, and its leaders from and against any loss, damage or injury suffered by the participant as a 

result of being part of the activities of Huron Chapel, as well as of any medical treatment authorized by 

the supervising individuals representing organization. This consent and authorization is effective only 

when participating in or traveling to events sponsored by Huron Chapel.  

 

 

Communication: 

A policy is in effect that communication is to be used solely for the dissemination of information. Please 

sign below to grant permission for Youth Ministry Personnel (staff and volunteers) to communicate with 
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your Child via telephone, email, social media and text:  

___ Telephone (home / work / cell)           ___ Social Media Networks 

___ Email      ___ Text messages 

Email Address ____________________________________________________   

Home Number ____________________________________________________ 

Parent Cell _______________________________________________________  

Student Cell ______________________________________________________  

Photos:  

Please sign below to grant permission for the reasonable use of pictures containing your child(ren).  

Parents’/Guardian Signature _________________________________________   

Purposes and Extent: 

Huron Chapel is collecting and retaining this personal information for the purpose of enrolling your 

child in our programs, to assign the student to the appropriate classes, to develop and nurture ongoing 

relationships with you and your child, and to inform you of program updates and upcoming 

opportunities at our organization. This information will be maintained indefinitely as it is a requirement 

of our insurance company and legal counsel. If you wish Huron Chapel to limit the information 

collected, or to view your child’s information, please contact us. 

Parent/Guardian Options: 

I have read, understood and agree with above and sign it to cover all Youth Ministry activities for the 

program year effective as stated below. A separate Informed Letter of Consent will be sent home for off-

site activities and activities of elevated risk. 

Parents’/Guardian Signature: ______________________________________________ 

 

Printed Name: _____________________________________ Date: _______________ 

 

 

For Office use,  Date filed ________________________________________________ 

 

 

 

 

 

Youth Code of Conduct 

At Huron Chapel Youth (HCY) we aim to create a safe and loving environment, where students can 

create lifelong friendships, have meaningful discussions about God and feel safe to explore their lives as 

teenagers and as Christians. 

At HCY, in order to have the best experience for all our students and leaders, we aim to follow standards 

that promote encouragement, promote a safe environment and respect for all that attend. As a student 

attending HCY, we expect that you will abide to the following standards at any HCY related event (put 
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on by Huron Chapel or others). We ask that you would read the following statements carefully and that 

the student and parent/guardian would both sign and agree to upholding these standards.  

HCY reserves the right at any time to require consequences for any student not abiding by these 

standards. Consequences will be determined on a case-by-case basis. We do this not to restrict the 

experience students have at HCY, but to create a loving, safe and Godly environment for every 

attending. 

 

The Youth Code of Conduct is as follows: 

The Student will: 

1.Respect each person 

a. Respect, listen and cooperate with youth leaders 

b. Respect all students, their opinions, feelings, emotions and physical property 

c. Respect information shared, and keep things shared in small groups confidential 

d. Never leave the supervisory presence of HCY. For your protection the youth leaders need to know 

where you are both at youth group and during youth events and outings 

e. Never bully, harass, discriminate or cause any type of physical harm to another person. This will 

not be tolerated. 

f. Use church appropriate language and dress 

g. Never use drugs, alcohol or illegal substances at HCY 

2.Promote Godly relationships in all areas 

a. Not be alone with students or leaders of the opposite gender during HCY youth or related events 

b. Refrain from inappropriate displays of affection (PDA), including (but not limited to): kissing, 

cuddling, actions of a sexual nature.  

This code of conduct is applicable to all youth leaders as well. 

We want HCY to be a place that is inviting to all. A place where every person feels loved and accepted. 

As youth leaders we will strive to live our lives in a way that is honouring to God and we ask that our 

students strive to do the same. Thank you for helping us to make HCY the best place to be! 

 

Student Signature: _______________________________________________ 

 

Parent/Guardian Signature:_______________________________ 

 

Date:_____________________________________________ 
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Child Information/Registration Form 
 
Date _____________________________________ 

Parent/Guardian Names ____________________________________________ 

Home Phone # _______________________ Cell #________________________ 

Emergency Contact _______________  Phone # ________________________ 

CHILD NAME: 
Birthdate, Age, 
School Grade: 

ALLERGIES: 

   

   

   

   

   

   

   

 

Are there any medical, emotional, mental or behavioural concerns or limitation that staff and volunteers 

should be aware of   Yes ___  No ___   

If Yes , please explain 

____________________________________________________________________________________

______ 

____________________________________________________________________________________

______ 

Will any of your children be bringing medications with them  Yes ___  No ___ 

If Yes, please explain 

____________________________________________________________________________________

_____ 

____________________________________________________________________________________

_____ 

The safety of your Child is our primary concern.  Precautions will be taken for their well-being and 

protection 

I/we, the Parents or guardians named below, authorize Rob Campbell or one of Huron Chapel’s Ministry 

Personnel to sign a consent for medical treatment and to authorize any physician or hospital to provide 

medical assessment, treatment or procedures for the participant named above. 

I/we, named below, undertake and agree to indemnify and hold harmless Ministry Personnel, Huron 

Chapel, and its Leaders from and against any loss, damage or injury suffered by the participant as a 

result of being part of the activities of Huron Chapel, as well as of any medical treatment authorized by 

the supervising individuals representing Huron Chapel. This consent and authorization is effective only 
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when participating in or traveling to events sponsored by Huron Chapel. 

 

 

HEALTH CARD NUMBER 

In case of emergency, Huron Chapel EMC is required to collect Health Card Numbers for all higher risk 
activities, which includes summer camps, offsite trips, etc. 

CHILD NAME: HEALTH CARD NUMBER: 

  

  

  

  

  

  

  

 

 Please indicate all programs your children will be participating in 

NAME Nursery Sunday School Heirborn Other 

     

     

     

     

     

     

     

 

Pick-up Authorization:  

Who is authorized to pick up your child? (must be over 16 year of age or with parental consent.) 

Name: ________________________________Relationship: ______________ 

Name: ________________________________Relationship: ______________ 

Name: ________________________________Relationship: ______________ 

Name: ________________________________Relationship: ______________ 

My Child may be released following programs (ages 10 with consent)  
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Parent/Guardian Signature: ________________________________________ 

 

 

 

 

Photo Release  

I give permission for me and my child(ren)’s pictures or any photographic/video footage taken of my 
child(ren) to be released for identification pictures for security OR in other Church promotional 
materials for Church use. I acknowledge that these photographs will be store on Huron Chapel’s 
computer for these purposes. 
 
Parent/Guardian Signature: ____________________ Date: ______________ 
 

CHILDREN’S MINISTRY CARE POLICY & PARENTAL AGREEMENT 

Huron Chapel EMC believes in excellence in our Children’s and Youth Ministries. It is always our 

endeavour to care for your child(ren) to the best of our ability while they are entrusted to us. However, 

we do assume the responsibility for the care only when complete information regarding allergies and 

any other special needs is provided. Should situations regarding your child change from week to week, 

please ensure that this is communicated directly to the Ministry Personnel in your child(ren)’s room, or 

the Ministry Lead and make certain that it is written on the attendance sheets for the service which you 

are attending. At any time we reserve the right to not admit your child into the classroom should there be 

signs of any communicable disease or sickness 

Your child(ren) will only be released to the parent/guardian and/or those whom you have authorized 

above. We reserve the right to remove any children who exhibit extreme or rebellious behaviour that 

negatively impacts our ability to care for the class in its entirety. They will be escorted to the parent or 

guardian immediately. 

 

I _______________________________ (parent/guardian) agree with and will abide by this policy. 

 

Parent/Guardian Signature: ___________________ Date: ___________________ 

 

 

 

 

 

 

 

 

 
 
 
 
 

For Office Use,  Date filed ______________ 
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Trips and Offsite Travel Forms  
 

Group: ___________________________ Destination: ____________________________________  

Leaders Name: _____________________Phone Number: ________________________________ 

Departure - Date: _________________ Time: ______________ ETA: ___________ 

Return - Date: ____________________ Time: ______________  ETA: __________ 

DRIVER NAME: 
VEHICLE AND LICENSE 
PLATE NUMBER: 

DRIVER NAME: 
VEHICLE AND LICENSE 
PLATE NUMBER: 

    

    

    

STUDENT NAME: PHONE NUMBER: STUDENT NAME: PHONE NUMBER: 
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Incident Report Form  
 

The incident report should be completed as soon as possible after the incident occurs and should include 

as much description of the situation as possible. 

 

Child/Student’s Name: _______________________________________________________________ 

Phone Number: _____________________________________________________________________ 

Address: ___________________________________________________________________________ 

Nature of Injury/Incident: 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

Incident Date: _______________________ Incident Time: __________________________________ 

Incident Location: ____________________ Event Title: ____________________________________ 

 

All Ministry Personnel and Volunteers Present: 

____________________________________________________________________________________

____________________________________________________________________________________ 

 

What Happened? 

____________________________________________________________________________________

____________________________________________________________________________________ 

____________________________________________________________________________________

____________________________________________________________________________________ 

 

Why did it happen? 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

 

What action was taken? 

____________________________________________________________________________________

____________________________________________________________________________________ 

____________________________________________________________________________________

____________________________________________________________________________________ 

 

Parent/Guardian Contacted?  Yes _____  No _____ 

Parent/Guardian Response: 

____________________________________________________________________________________

____________________________________________________________________________________ 

 

Leader’s Name: ___________________Signature: _________________________ 

Witness Name: ____________________Signature: _________________________ 
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Suspected Abuse Report Form 
 

Date ________________ Name of Child/Youth__________________________________________ 

Age of Child/Youth __________   Grade _____________   Birthdate________________________ 

Address___________________________________________________________________________ 

Postal Code ___________________ Phone Number _____________________________________ 

Parents ’Names____________________________________________________________________ 

Siblings ’Names ___________________________________________________________________ 

Name of Person Filing Report _______________________________________________________ 

Name of Pastor Receiving Report ___________________________________________________ 

Name of Social Worker ____________________ Phone Number __________________________ 

Name of alleged perpetrator____________________________________❑ M ❑ F 

Relationship between suspected victim and alleged perpetrator 

__________________________________________________________________________________ 

Nature of suspected abuse:     

❑ physical ❑ sexual ❑ emotional ❑ neglect ❑ other 

 

Indications of suspected abuse (including facts, physical signs and course of events) 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

Action taken (including date and time) 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

If a Child is reporting: 

What did the Child say? (Give quotes where possible.) 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

What was your response? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

Signature __________________________________________ 

Printed Name ___________________________Date _________________ 
The above information will serve as a guide and will be necessary if a formal report is filed with the police or appropriate 

government agency. All information received is to be kept STRICTLY CONFIDENTIAL and not shared with anyone or 

influenced by anyone. 
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Suspected Abuse Follow Up Form 

 
To Be Completed by Program Leader/Pastor 

 

Date ________________  Name of Child/Youth _______________________________________ 

Date of Suspected Abuse Form being addressed _____________________________________ 

Age of Child/Youth __________  Grade _____________  Birthdate ________________________ 

Address _________________________________________________________________________ 

Postal Code __________________ Phone Number _____________________________________ 

 

Details as reported to you:  

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

Conclusions: 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

Action taken (including dates and times): 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

Pastor’s Signature ____________________________________ 

 

Printed Name ____________________________ Date _________________ 

 

The above information will serve as a guide and will be necessary if a formal report is filed with the 

police or appropriate government agency. All information received is to be kept STRICTLY 

CONFIDENTIAL and not shared with anyone or influenced by anyone. 
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Suspected Vulnerable Adult Abuse Report Form 

 

Date ________________Name of Vulnerable Adult ______________________________________ 

Address __________________________________________________________________________ 

Postal Code ___________________Phone Number _____________________________________ 

Parents’/Care Giver’s Names (if applicable) 

__________________________________________________________________________________ 

Name of Person Filing Report _______________________________________________________ 

Name of Pastor Receiving Report ____________________________________________________ 

Name of alleged perpetrator _______________________________ ❑ M ❑ F 

Relationship between suspected victim and alleged perpetrator 

___________________________________________________________________________________ 

Nature of suspected abuse:     

❑ physical/assault ❑ sexual ❑ emotional/psychological  

❑ neglect ❑ financial ❑ other 

Indications of suspected abuse (including facts, physical signs and course of events) 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

If the Vulnerable Adult is reporting, what did they say? (Give quotes where possible.) 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

What was your response? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

Action taken (emergency call to 911, did they make the report for themselves, did they express that they 

weren’t ready to make a report) 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

Signature _________________________________________ 

 

Printed Name ______________________________ Date _________________ 

 
The above information will serve as a guide and will be necessary if a formal report is filed with the police or appropriate government 

agency. All information received is to be kept STRICTLY CONFIDENTIAL and not shared with anyone or influenced by anyone. 
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Overnight and High Risk Activity 

Consent Form  
Students Name: ______________________ Leader’s Name:____________________________________ 

Activity:  ____________________________  Date of Activity: ____________________________________ 

Birthdate: ___________________________ Grade in School: ____________________________________ 

Address:_________________________________________________________________________________ 

Parent/Guardian Name: ______________________________ Phone: _____________________________ 

Student’s Health Card Number: ___________________________________________________________ 

Name of Family Physician: ___________________________ Physicians Phone: ___________________ 

In Case of Emergency Contact _________________________________________ 

Does child or youth have any allergies (bee stings, food, pharmaceuticals)? 

Yes ___ No ___ If yes, explain: _____________________________________________________________ 

If yes, is the allergy life threatening? _______________________________________________________ 

Please ensure that Ministry Team Leaders and Personnel are aware  by recording on the back of this consent form all of emergency procedure regarding this 

allergy. 

Is your child bringing any antibiotics or medication with him or her? Yes __No __ 

If YES, please insure by recording on the back of this consent form all medications and instructions.  You may be required to fill out a medication 
authorization form. 

Does your child have any physical, emotional, mental or behavioural concerns or limitations that staff and 

volunteers should be aware of?  Yes ___ No ___ 
If YES, please insure by recording on the back of this consent form everything staff and volunteers need to know to help your child have the best time 

possible. 

I voluntarily agree and consent to the participation of my/our Child(ren) in this supervised activity.  

While every precaution is taken for the safety and good health, some sports and activities carry with them the 

inherent risk of personal injury beyond the risks associated with many of the recreational activities at 

Organization.  I/we understand that I am exposing my Child to inherent risks and hazards. I accept all these risks 

and hazards and agree that by allowing my Child to participate in those activities and acknowledge that I will be 

responsible for any injury or other loss which may occur during my Child’s participation of these activities. 

I/we, the Parents or guardians named below, authorize the Ministry Leader or one of Huron Chapel’s Personnel to 

sign consent for medical treatment and to authorize any physician or hospital to provide medical assessment, 

treatment or procedures for the participant named above. 

I/we, named below, undertake and agree to indemnify and hold blameless Huron Chapel, its Personnel, its leaders 

and Board from and against any loss, damage or injury suffered by the participant as a result of being part of the 

activities of Organization, as well as of any medical treatment authorized by the supervising individuals 

representing Organization.  This consent and authorization is effective only when participating in or traveling to 

events of Organization. 

 

I have read, understood and agree with above. 

 

Parent / Guardian Signature ___________________________ Date ______________ 

 

Printed Name _____________________________________________ 

 

 
 

Medical Authorization Form 
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The Medication Identification and Instruction Form allows Ministry Personnel to accept medication 

from a Parent/Guardian for a child or youth while in a program, or attending an event. This form grants 

consent to Ministry Personnel to perform the necessary actions for administration of this medication, as 

instructed by the Parent/Guardian. 

 To be completed by Parent/guardian for all scheduled medications  

 One medication and treatment per form 

 Parent/guardian to review at end of treatment 

 This record will be kept in Child’s file 

 

Child/Youth Name: ___________________________ Birthdate: ___________________________ 

Program/Event: ___________________________________________________________________ 

Parent/Guardian Name: ____________________________________________________________ 

Phone Number: ___________________ Cell Number: ___________________________________ 

Emergency Contact: _______________________________________________________________ 

Phone Number: ___________________ Cell Number: ___________________________________ 

 

Medication Type: Instructions for Administration: 

 

Include name of medication, dosage, description, start and 
end date, storage instructions, and Stop Medication if…  

 

 

I hereby give permission to Huron Chapel EMC Ministry Personnel to administer the medication I have 

provided according to the instructions I have provided to my child or youth as named above.   

 

Parent/Guardian Signature: ________________________ Date: ____________________________ 

 

Medical Administration Form  

 

The Medication Administration Form allows Ministry Personnel to accept medication from a 



 

March 2020 Edition  
91 

Parent/Guardian for a child or youth while in a program, or attending an event and keep a record of 

instructions followed, and dates administered as to comply with the Parent/Guardian wishes. This form 

should be attached to the original Medication Identification and Instruction Form, and filed permanently 

with the Ministry Lead. 

 

Child/Youth Name: ____________________________ Birthdate: ___________________________ 

Program/Event: ___________________________________________________________________ 

Ministry Personnel to be responsible for administration of medication: 

__________________________________________________________________________________ 

 

Medication Type: 
Location 

Administered: 
Time and Date 
Administered: 

Initial: 
Witness Name and 

Initial: 

     

     

     

     

     

     

     

     

     

     

 

 

Ministry Personnel Name: __________________________________________ 

 

Ministry Personnel Signature: _________________________________________ 

 

Ministry Lead Signature: ___________________________________________ 

 

 

 

Offenders Covenant 

Dear ___________________________________,  

  (name of Offender) 
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On behalf of the leadership of Huron Chapel, I would like to welcome you to participate in the worship 

and congregational life of our church. We want you to know that we see you as a very important and 

valued part of God’s family. In light of all that has taken place in your life there are some guidelines that 

we feel must be followed. These guidelines are not meant to be punitive but to ensure safety and peace 

of mind for the congregation and yourself.  

• You must refrain from all contact with Children and Youth while attending church functions. This 

includes all verbal and written communication. 

• You must not volunteer or agree to lead, chaperone or participate in events involving Children or 

Youth. 

• You must not transport any Children or Youth as part of the ministry programs of Organization. 

• The Board will identify at least two “covenant partners” who must accompany you if you leave the 

main congregation room or if you need to go the public washrooms. 

• You are to avoid being in the building unsupervised at all times. This includes all Children and Youth 

ministry areas and washroom areas. When entering the church, you must use the most direct route to 

the sanctuary area and sit in an area that is visible to your covenant partners. 

• You are to abide by any terms and conditions of probation as set out by the court.  

• You are not to be in any poorly or unlit areas of the church property. 

• You are welcome and encouraged to join one of our adult small groups if minors are not present and if 

the facilitator is made aware of the situation.  

• You are to avoid befriending families of the church with minors. 

• At least twice per year you are requested to meet with the Board to discuss your adherence to these 

guidelines.  

• We are so grateful that you have made us aware of your situation. It shows us that there is a 

cooperative spirit and willingness for restoration and wholeness. 

I, the undersigned, accept the following people as Covenant Partners. I agree to these Covenant Partners 

being made aware of the circumstances of my situation and the contents of this covenant.  

Covenant Partner #1 _________________________________________________ 

Covenant Partner #2 _________________________________________________   

• I have read and agree to abide by the conditions of this covenant. 

• I understand that any violation of this covenant may result in refusal of access to the church property 

or congregational gatherings may be restricted or prohibited. 

• I understand that this covenant will be reviewed every six months and will remain in effect for an 

indefinite period of time. 

 

Offender’s Signature: __________________________ Date:_______________ 

Pastor’s Signature: _________________________ Date: ________________ 

 

 
 

Ministry Personnel File  
 

Name of Applicant: _______________________________________________________________ 

Check Off Completed: Application: ___ Police Check: ___  
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Confidentiality Agreement: ___ Statement of Faith: ___  

Is this applicant approved to be in a Position of Trust? Yes ___ No ___ 

Ministry Interview Date: ____________________________________________________________ 

Name of Interviewer: ______________________________________________________________ 

Reference Checks: 
Date of Call: _____________________Name of Ministry Personnel: ________________________ 

 

Position of Trust Check (Police Checks): 

DATES COMPLETED: 

  

  

  

  

  

  

  

 

HCOM (and other) Training Completed: 

TYPE OF TRAINING: DATE COMPLETED: 

  

  

  

  

  

  

  

 

Please fill in additional information on the following sheets.  

 

 

GIFTS OBSERVED 

GIFTS: OBSERVED BY: DATE AND INITIAL: 
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MINISTRY POSITIONS 

POSITION/MINISTRY AREA: DATES INVOLVED: DATE AND INITIAL: 
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Huron Chapel Evangelical Missionary Church 

119 John’s Ave Auburn ON 

519 526 1131 

 

(Date) ________________ 

 

Ontario Provincial Police, Huron Detachment P.O. Box 6, 79437 Bluewater Highway, RR#2 Goderich, 

Ontario N7A 3Y5 

 

REQUEST FOR CRIMINAL RECORD / VULNERABLE SECTOR CHECK 

 

Dear Sir / Madam,On behalf of Huron Chapel EMC, we are requesting that a CPIC Check and 

Vulnerable Sector Scan be completed for the following applicant: 

___________________________________________________________.  

 

This candidate has applied for a volunteer position with Huron Chapel. In this role they will be placed in 

a Position of Trust with children and vulnerable persons.We have a thorough screening process in place 

which includes a documented position description, application form, reference checks, and interview, 

followed by securing a CPIC check with Vulnerable Sector Scan. 

 

The results of the CPIC check and Vulnerable Sector Scan will assist us in determining the candidate’s 

suitability for employment and/or volunteer duties as they will have supervisory and/or direct contact in 

trust positions with children and vulnerable persons. We understand our obligation under the Human 

Rights Code with respect to evaluating, hiring and training employees and volunteers and what 

constitutes a “bona fide” reason for refusing a volunteer with prior convictions. 

 

We appreciate your prompt response to this request. On behalf of Huron Chapel EMC, 

(signature) _____________________________  

(position) _____________________________ 
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Hazard and Safety Check Form   
 

The Hazard and Safety Check should be completed semi-annually by Ministry Team Leaders. This 

report should include as much details as possible in order to create a safe and healthy environment for all 

children, youth, vulnerable persons and Ministry Personnel. 

 

Ministry Team Leader Name: _________________________________________________________ 

Ministry Team Leader Signature: ______________________________________________________ 

Date of Hazard and Safety Check: ____________________________________________________ 

Date of submission to Ministry Lead: __________________________________________________ 

 

Hazard and Safety Checklist: 

(Check off when complete. If not complete, please list below to be resolved) 

 

All Doors Locking: All Electrical 
Sockets Covered: 

Sharp Corners 
Removed: 

Broken 
Toys/Resources 

Removed: 

Ceiling Tiles 
Intact: 

Paint Intact: 

      

Lights Working: Electronic Appliances Working: Adequate Room Resources (i.e. 
tables and chairs): 

   

 

 

ADDITIONAL 
HAZARD IDENTIFIED: 

HAZARD 
DESCRIPTION: 

HAZARD 
LOCATION: 

HAZARD 
REMOVED: 

DATE AND 
INITIAL 

(Ministry Lead): 

     

     

     

     

     

     

 

 


