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Material in this manual has been compiled from a number of sources.  Three of the most helpful 
were: 
 

Bowles, Troy, Donahue, Johnson, Inc., is a full service insurance brokerage.  
They provided us with a Safety-Risk Management Program manual that was 
written in generic form; this provided the general format of this manual. 
 
Church Law & Tax Report, a division of Christian Ministry Resources, provided 
ÒA complete and practical guidebook for prevention and risk reductionÓ entitled 
Reducing the Risk of Child Sexual Abuse in Your Church. 
 
First Presbyterian Church, Dallas Texas, committed significant funds to legal 
review of their statement of Purpose and Procedure-Safeguarding the Well  Being 
of all Children and Youth.  They have been gracious in permitting us to review 
and utilize any portion we consider pertinent to our situation. 
 
Christian Law Association of Seminole, Florida, publishes a variety of booklets 
on legal guidelines for the Church.  Principles were applied to SMBCÕs situation. 
 
The Christian and Missionary Alliance in Colorado Springs, Colorado and their 
resource manual, Safe Place. 

 
Risk Management Mission Statement: 
 

The purpose of the Risk Management Program of Stough Memorial Baptist 
Church is to educate, identify and avoid potential risks, provide guidance to 
minimize risks, and prepare a course of action to protect Stough Memorial Baptist 
Church from the occurrence of risk. 

 
  
 

 
 
 
 
 
 

 

 

Introduction  
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Risk Management is the process of identifying and measuring risk, planning a way to prevent 
risks as much as possible, and providing a plan of action in the event risks arise.  The aspects 
reviewed include: 
 
Identify Risks 

Loss Exposures Identification - Identification of loss exposure through the use of 
checklists, work sheets, financial data, flow charts, and personal inspections. 

 
Measurement 

Estimation of Loss Potential Ð Loss potential estimates based upon past losses, how 
frequent and how severe.  Also, what is at risk, human injury, physical assets, or loss of 
income. 

 
Risk Handling 

Coordination of Risk Control Efforts Ð Coordination of risk control efforts in order to 
reduce losses which the church may incur. 

 
Risk Prevention 

Written Programs Ð Developing written safety procedures addressing various risks 
associated with the church. 
 
Implementation Ð Importance of implementing identified programs, surveys and 
inspections, and evaluating employee/volunteer compliance. 
 
Training Ð Providing training courses, literature, visual aids, and other materials 
associated with the safety program (e.g., hazard communication, accident prevention, 
etc.). 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

   

Risk Management Process 
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Stough Memorial Baptist Church (SMBC) is sincere in its desire to conduct all of its operations 
in the safest possible manner. 
 

Proverbs 27:23   Be thou diligent to know the state of thy flocks, and look well to thy 
herds. 

 
Goals 
 Provide a safe working environment for our employees / volunteers. 
 

Protect our employees, volunteers and participants against injury or damage to the best of 
our ability. 
 
Prevent damage to SMBC owned property and equipment. 

 
 
Policy 
 To comply with all laws, regulations, and ordinances. 
 
 To train our employees / volunteers in safety and courtesy. 
 

Provide a safe place of Bible study and application of Biblical principles for all 
participants including the general public. 
 
To maintain our premises, vehicles, and equipment in good operating condition. 
 
To insist that all personnel share responsibility for safe operations. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Statement of Commitment 
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Pastor of Administration 
The Pastor of Administration is responsible for implementing and enforcing the overall 
program.  It is imperative that all paid staff support and cooperate with the risk 
management program. 

 
The Pastor of Administration, with the cooperation of other pastoral staff, shall act as 
consultant to the Pastors and Recognized Volunteers.  In addition, shall keep abreast of 
the latest developments in loss control, maintain liaison with outside agencies, oversee 
loss control activities for quality and timeliness, review accident reports, insure proper 
distribution and follow-up as necessary, and maintain all records as required by law.   

 
 
Recognized Volunteers 

The term ÒRecognized VolunteersÓ means those who have been elected to their positions 
of authority at a duly constituted business meeting of SMBC or appointed by the 
personnel Committee. 
 
Persons in charge of a particular operation are not only held responsible for their 
operation, but must also be sure that the conduct of their group does not adversely affect 
others. 
 
Should an accident occur, the person in charge will take whatever action is necessary to 
keep pain, suffering, or damage to a minimum.  They will seek to determine the cause of 
the accident and take corrective action within the limits of their authority.  A written 
report to a supervisor is mandatory in every case. 

 
Appointed Volunteers 

The term ÒAppointed VolunteersÓ means those appointed to service by paid staff or by 
recognized volunteers. 
 
Appointed volunteers are expected to: 
 *Conduct themselves in a manner to prevent injury to themselves and others. 
 
 *Abide by all safety regulations. 
 

*Report hazards, defective equipment, or any condition or practice detrimental to  
church operation. 

 
*Not report for duty in an unstable or unfit condition. 

 
 

 

Assignment of Responsibility 
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Most of us think that liability arises only out of tangible harm, such as bodily injury or property 
damage.  Unfortunately, increasing numbers of lawsuits involve situations where physical injury 
is not involved.  These exposures may arise out of: 
 

Libel and slander Ð untrue statements about employees, members, participants, or other 
faiths.  Emotional distress may be caused because of statements made or actions taken, 
even if they are well founded in truth. 
 
Public demonstrations against individuals, groups, or organizations if improperly 
conducted. 
 
Expulsion / discharge of participants 
 
Invasion of privacy Ð investigations into the private lives of employees/ members/ 
volunteers or participants may cause liability, as may acts such as searching desks or 
personal property of employees/ members/ volunteers/ participants. 
 
Publications Ð accuracy of facts should be carefully determined.  Accusations should not 
be published.  Groups or classes of individuals should not be charged with guilt by 
association. 
 
Counseling by insufficiently trained or unskilled counselors. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Liability Without Physical Injury  
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One cannot over-supervise.  Probably more litigation results from Òfailure to properly superviseÓ 
than any other cause.  If negligence cannot be found for any other reasons, attempts are made to 
find inadequate supervision. 
 
Instances where improper or inadequate supervision will likely be alleged are: 

 
Accidents on the playground   Church outings 
Sporting Events    Field Trips 
Swimming     In the Classroom 

 
Proper location of supervisors on the playgrounds or at swimming pools is as important as the 
number of supervisors.  Governmental authorities should be contacted prior to events on public 
property to determine any safety requirements and to place authorities on notice of the type of 
activity planned.  Parents should be informed in writing of the exact nature of the planned event, 
describing the supervision to be given by SMBC.  Parental consent should be obtained in 
writing for any special event. 
 
Qualifications required for supervisory personnel should be determined for each event.  One 
needs people of mature judgment who are experienced supervising groups of young people.  The 
supervisor should not have a history of problems with assigned groups. 
 
A thorough check should be made on an individualÕs background, especially where supervisors 
are employees or Recognized Volunteers of SMBC. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Improper or Inadequate 
Supervision 
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State and local governments have specific statutes on building requirements.  Churches should 
meet or exceed all requirements.  These requirements include but are not limited to: 
 

Doorways Ð adequate width Ð safety glass Ð proper signs for fire exits Ð warning of step 
up or step down Ð unlocked fire exits. 
 
Stairwells Ð adequate width Ð hand railing on all stairs Ð nonstick surface Ð adequate 
lighting Ð steps uniform height Ð proper access for handicapped. 
 
Floors Ð nonstick surface Ð deviations in floor level clearly marked Ð adequately lighted 
Ð marked changes in surface of tile to carpet to tile. 
 
Balconies Ð adequate hand rails Ð good lighting in balconies and halls. 
 
Outdoors Ð appropriate eaves and downspouts Ð renovation of areas where water or ice 
would accumulate Ð unbroken concrete sidewalks and driveways Ð railings on outside 
stairs Ð safe playground equipment Ð adequate parking lot lighting Ð elimination of 
parking blocks in parking areas. 

 
This is not an exhaustive list.  Local authorities should be contacted to be sure that all building 
code requirements are met or exceeded. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Grounds and Building 
Liabi lity  
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We enjoy activities which foster good fellowship.  However, in some activities the dangers 
outweigh the enjoyment.  These are classified as hazardous and extra hazardous. 
 
Hazardous Ð should be stringently supervised with strict limitations: 
 
 Water slides  Water-skiing   Snow skiing 
 Water rafting  Unsupervised swimming Canoeing 
 Paddle boating  Horseback riding  Rope jumping 
 Basketball  Volleyball   Softball 
 Sack races  Touch football   Rock climbing 
 Ice skating  Trampolines   Roller skating 
 Hayrides 
 
Extra Hazardous Ð should not be sponsored by SMBC or only under special circumstances and  

With added supervision: 
 
 Dune buggies      Mud Olympics 
 Obstacle courses     Snow tubing 
 Tackle football     Haunted houses 
 Rodeos      Snowmobiles 
 Motorbikes      Rope swings 
 Use of Monkey Bar playground equipment  Fireworks Displays/stands 
 
 
Sponsors of Hazardous activities, or any activities held away from the church property, requires 
that participants provide a Release of Claims form, a copy on the following page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Church Sponsored 
Activities 
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I, (printed name) _________________________________________________________ 
 
of the city of ________________________________, State of North Carolina , shall be  
 
participating on ___________________________ in ____________________________ 
    (Dates)    (Sponsored Activity) 
hereinafter referred to as Òthe ActivityÓ. 
 
ChildÕs Name:         Birthday:      
 
Parents / Legal Guardian Names:           
 
Home Phone:        Work:       
 
ChildÕs Social Security Number:           
 
Emergency Contact:        Phone:     
 
Will the child be bringing medication on activities:   Yes  No 
 
What kind(s):             
 
Date of last Physical Examination:          
 
Date of last Tetanus Shot:            
 
List of any physical disabilities or limitations:        
 
              
 
List any known allergies and reactions:         
 
              
 
List any major illnesses in the past year:          
 
Has the child ever fainted or passed out?      When?     
 
Why?               
 
Does the child have any eating disorders?          

 
Stough Memorial Baptist Church (SMBC) 

Release of Claims for Future Accidents 
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Insurance Information:      Company:         
 
Policy Type:         Policy Number:      
 
Company Address:             
 
I certify that I am cognizant of the inherent dangers associated with participating in the Activity 
and with the fact that participating in the Activity may take place outside of, or off, church 
premises. 
 
I understand and agree that neither Stough Memorial Baptist Church, nor its Deacons, Pastors, 
employees, recognized volunteers, appointed volunteers or others (collectively called agents) 
may be held liable in any way for any occurrence in connection with the Activity which may 
result in injury, harm, or other damages to me or my family. 
 
As a part of the consideration for being allowed to enroll and participate in the Activity, I hereby 
personally assume all risks in connection with participation in the Activity.  I further release 
SMBC and its agents for any injury or damage which may befall while enrolled in or 
participating in the Activity.  I further agree to save and hold harmless SMBC and its agents 
from claim by me or my family, estate, heirs or assigns arising out of enrollment and 
participation in the Activity.  I also authorize SMBC to render or obtain such emergency medical 
care or treatment as may be necessary should any injury harm or accident occur while 
participating in the Activity. 
 
I further state that I am of lawful age and legally competent to sign this affirmation and release: 
that I understand the terms herein are contractual and not a mere recital: and that I have signed 
this document of my own free act and volition.  I further state and acknowledge that I have fully 
informed myself of the contents of this affirmation and release by reading it before I have signed 
it. 
 
I have executed this affirmation and release on the _____ Day of (mo) ______, (yr) __________. 
 
Parent / Guardian Signature:           
 
Relationship:           

        

For Completion by a Notary Public: 
 

State of        County of       
 
Sworn to and subscribed to me this    day of    , 200   
 
Notary Public Signature:           
 
My commission expires:           
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Suggestions for sale and successful vehicle use are based on our standards only and are not 
intended to supersede any requirements or regulations set forth by any federal, state, or local 
authority having jurisdiction: 
 
Driver Selection 

Drivers should be mature and responsible and in excellent physical and mental condition.  
A flawless personal driving record is a must Ð no tickets, no violations, and should 
demonstrate extreme dedication to safe driving.  Insurance records show accident 
frequency to be the lowest in the age 30 to 60 group, but age should not be used as a 
determinant in selection.  All potential drivers need to be screened and given a driving 
test.  (See ÒApproved Drivers ListÓ form on next page.) 

 
Driver Responsibility 

Secure and maintain appropriate North Carolina or South Carolina drivers license for the 
vehicle they will be using. 
 
Pre-trip inspection should be made each time a vehicle is to be used, even locally:  under 
the hood, tires, exhaust, lights, brakes, and the interior of the vehicle. 
 
Be aware of speed limits wherever operated. 
 
Supervise passengers: Control of occupants must include taking action to protect 
passengers who alight from the vehicle at street crossings.  Do not exceed vehicle 
passenger limits. 
 
Fill out ÒVehicle Checkout FormÓ, using special care to report any observed possible 
mechanical defects. 

 
 
Vehicle Maintenance 

Make sure the vehicle complies with state requirements for lights, equipment, and color.  
Each vehicle must be given a through mechanical and physical inspection by a qualified 
mechanic prior to initial operation and not less than semi-annually thereafter.  The check 
list needs to include, but not be restricted to, checking chassis, all lights, exhaust system, 
brakes, tires, and steering. 
 
Standard Safety equipment is to be carried on all vehicles appropriate to the type of 
vehicle.  This could include fire extinguisher, first aid kit, flags, flares, fuses, and 
triangular warning signals. 
 
 
 

Transportation 
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The Pastor of Administration has the overall responsibility for the care, maintenance, and 
operation of all church-owned vehicles, and will maintain a list of approved drivers with the 
assistance of the Church Office.  All such individuals must complete an Application for 
Inclusion of the Approved Drivers List. 
 
In case of an accident, drivers are responsible to insure all persons are properly taken care of.  
Then secure information regarding the other driver so proper claims can be submitted.  
Information should include: 
 
  

The DriverÕs name, address, telephone number, and driverÕs license number 
 
 Identification of the ownerÕs vehicle to include make, color, and license number 
 
 DriverÕs insurance information to include company and policy number 
 
 If a police record is made, secure information as to how to secure a copy 
 
 
Notify the Pastor of Administration as soon as possible in the event of any accident 
 
Forms Ð See following two pages 
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I, the undersigned, desire to drive vehicles owned by STMC as part of my Church 
responsibilities.  I understand that all drivers of its vehicles must have a current driverÕs license 
for the type vehicle driven and must meet the following requirements: 
 

A. During the past (3) three years I HAVE NOT pled guilty, paid a fine, or been convicted 
of one or more of the following: 

• Driving under the influence of alcohol, drugs, or any other substance; 
• Reckless driving or participating in a speed contest; 
• Leaving the scene of an accident or failing to report an accident; 
• Possession of a stolen vehicle or use of a vehicle in a felony; 
• Three (3) or more moving traffic violations; 

 
B. During the past three (3) years I HAVE NOT had two or more motor vehicle accidents in 

which I have pled guilty, paid a fine, or been convicted of a moving traffic violation. 
 
I acknowledge and agree that providing false or misleading information to SMBC about my 
driving record, or failing to report to maintenance any of the above circumstances, is grounds for 
immediate dismissal from employment and may make me responsible for all loss and damage to 
the rented vehicle and bodily injury and/or property damage to others.  I further agree to 
voluntarily take myself off the Approved Driver List if I do not feel qualified to continue driving. 
 
If I am not a SMBC employee, I understand all the above applies to me except for the immediate 
termination from employment.  The name of my auto insurance company is ________________ 
___________________________ and the policy number is ______________________________ 
The date the policy expires is ______________ and I hereby agree to maintain insurance 
company as long as I am a SMBC Approved Driver.  TodayÕs date is ______________________ 
 
 
______________________________   Witnessed by: __________________________________ 
 Signed       Signed 
 
______________________________                          ___________________________________ 
 Printed Name      Printed Name 
 
 
 
 
 
 
 
 

Stough Memorial Baptist Church 
Application for Inclusion  
Approved DriverÕs List 
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Stough Memorial Baptist Church 
Vehicle Operating Guidelines 

Below are some guidelines to use when operating a 15-passenger van and other vehicles,  and some steps to take to 
help prevent rollovers and to reduce the seriousness of injuries when they do occur.  

 
1. The driver and all passengers in vans must wear seat belts in compliance with state law. 

Those who don't are more likely to be ejected from the van during the rollover, and those 
ejected tend to suffer the most serious injuries and fatalities. 

 
2. Use drivers who have experience with large vans. Driving a 15-passenger van is much 

different and more challenging than driving a family car or mini-van. Even experienced 
drivers may not always be able to get these large vehicles back under control when 
driving at highway speeds. 
• When fully loaded, vehicle transitions toward over steering (tends to steer into a 

sharper turn than the driver intends) while with a limited load vehicle tendency is to 
under steer (tends to steer less sharply than the driver intends). Panic reactions can 
easily result in over steering. The grassy or dirt medians that line highways can often 
cause a van to overturn when the tires dig into the dirt. Know what to do if a wheel 
drops off the road (reduce speed and steer back onto the roadway when it is safe to do 
so.)   

• Drivers should be well rested and stay attentive and always slow down if the roads 
are wet or icy.   

• To avoid fatigue on longer trips of 6 hours or more one way, two drivers are required 
and it is suggested that drivers take frequent breaks.  

• If your passengers are children age 12 and under, a second adult for supervision 
purposes must be in the van.   The second adult may be the second driver during 
longer trips.   
 

3. Many van rollovers are initiated by tire blowouts. Make sure the tires are properly 
inflated - neither over or under-inflated.   The desired tire pressure is shown on the side of 
the tires and is also posted in each van.   Loading the vans with passengers and cargo 
moves the center of gravity rearward, increasing the vertical load on the rear tires.  
 

4. Look for tread wear. The van tires should have been inspected before the trip, but during 
long trips tire tread may have been affected.  The Tire Industry Safety Council 
recommends that tires be replaced when the tread is worn down to one-sixteenth of an 
inch. Put a penny into a tread groove (where tread is lowest) with Lincoln's head upside 
down. If you can see the top of Lincoln's head, it's time to replace the tire. (More accurate 
measurements can be made with a tread depth gauge.)  
 

5. The vehicle may be too heavy to maneuver properly during emergencies when fully 
loaded with passengers and luggage. Do not load any luggage on top of the van. Also, an 
overloaded vehicle is more likely to cause a blowout. Never put more than 15 people on a 
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15-passenger van.  When carrying less than 15 passengers, seat passengers in front of 
back axle, fully loading from the front to the back.  

 
6. Obey posted speed limits.  Reduce maximum speed when vans are loaded and where 

roads are full of curves.  Maximum speed on two lane highways should be 5 to 10 miles 
below the posted limits.  Maintain a distance of 5 seconds from other vehicles in town 
and 10 seconds on out of town roads.  Limit passing cars on two lane highways.  Focus 
on individual vehicle and driver effectiveness versus caravan standards.   

 
7. Consider traveling in more than one van in out of town trips to reduce the number of 

people in each van.  
• Have a designated navigator and a computer mapped trip plan for out of town trips to 

limit the need to caravan and tailgate.  
• Have a cell phone in each van for emergencies and if possible have walky-talkies for 

use between vehicles for quick communication and emergencies. 
• The driver should not use a cell phone while operating a vehicle.  Therefore if the 

driver needs to make a phone call, they should either pull off to the side of the road 
and turn on their hazard lights, or get another approved driver to drive the van while 
they make their phone call. 

 
8. Limit eating and drinking in vans to a minimum by the passengers to help with clean up 

and to help avoid possible distractions from the driver.  Drivers should not eat a meal 
when operating a van. 

 
9. Make sure to convey to the passengers the importance to keep their seat belts in place and 

the noise to a minimum while driving.  No loud screaming, singing, or voices should be 
allowed since they distract the driver. 
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Stough Memorial Baptist Church 
Vehicle Operating Polices 

All drivers and passengers must follow these procedures, along with general safety and supervision measures, when 
operating the SMBC  or rented vans.  Failure to comply by these guidelines will result in a forfeiture of future van 
usage. 
 

1. Before the trip make sure to fill out the Vehicle Pre-Check list and turn it into the 
Pastor of Administration or the church office. 

 
2. The driver and all passengers in vans should wear seat belts in compliance with 

state law. Those who don't are more likely to be ejected from a van during the 
rollover, and those ejected tend to suffer the most serious injuries and fatalities. 
 

3. For trips longer than 6 hours one way, use two van drivers.   
 

4. If your passengers are children age 12 and under, a second adult for supervision 
purposes must be in the van.    

 
5. All van drivers must be on the approved Stough Memorial Baptist Church van 

driver list and be current on the following driver training requirements: 
• Be at least 25 years old (exceptions may be given only by church approval) 
• Be familiar with these Stough Memorial Baptist Church Vehicle Operating 

Guidelines & Policies 
• Be pre-approved by the church insurance company before the trip 

 
6. Before starting out on a trip, inspect the vehicle from front to back and pay close 

attention to the tires. Complete the Stough Memorial Baptist Church Vehicle 
Information/Check list before/after each trip and return it to the church office 
(care of Pastor of Administration) with the vehicle keys.    

 
7. No more than 15 individuals may be in a van at any one time for in-town trips. 

 
8. For out of town trips the maximum number of occupants per van is limited to 12 

when hauling youth or children and 10 for adults.  Load from the front to the 
back. 

 
9. Do not pull a trailer behind any van either owned or rented by Stough Memorial 

Baptist Church.  Instead use a rented or personal vehicle specifically equipped to 
tow.  

  
10. If using a van to haul luggage, remove the backseat (both rear seats if possible) 

and fill luggage from the front to the back.  No more than 6 total individuals may 
ride in a van that contains luggage. 
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11. Place the magnetic signs on the van before beginning a trip.  When the trip has 
been completed, place the sign on the front passenger seat, upside down, for use 
again in the future. 

 
12. When the trip has been completed, make sure the van is washed, vacuumed, and 

emptied of all trash BEFORE turning in the keys. 
 

13. Complete the Vehicle Post-Trip Check list and turn it in to the church office or 
the Pastor of Administration, along with the keys to the vehicle. 

 
 
 

 
_________________________________________          __________________ 

                       Signature of Driver                                                        Date 
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DriverÕs Name: _______________________ Cell Phone on Vehicle _____  
Date: ________________   No. Of Passengers: ____________________  
Trip Destination: ______________________Trip mapped out? ________  
Mileage start: _____________________   Mileage end: _____________  
Fuel tank filled? ________ 
Note any items not working properly: ___________________________  
 
CHECKLIST:  
OK Needs 
       Work           Before Entering the Vehicle: 
�  �          Look under your vehicle for fluid leaks. 
�  � Check engine for loose wires, hose connections and belts. 
�  � Check oil level. 
�  � Check gas level. 
�  � Check coolant level. 
� � Check washer fluid level. 
� � Check battery. 
� � Make sure wheel lugs are secure. 
�  � Check Tire Pressure (see label in van for proper pressure) 
   Inside the Vehicle: 
� � First Aid Kit on board/stocked. 
� � Listen for unusual engine noises.  
� � Ck gauges/warning lights, oil pressure, amp-meter, temperature and fuel. 
� � Check all switches. 
� � Test horn. 
� � Check vents. 
� � Examine cleanliness/condition of interior, steps, floor, seats & seat belts. 
� � Move vehicle slightly and check brakes. 
� � Check the holding power of the parking brake. 
� � With an observer, check all external lights and signals.   
� � Check inside and outside mirrors.  
� � Emergency equipment in place (fire extinguisher, flares and reflectors).  
� � With engine runningÑ ck exhaust system for leaks/extension beyond  

bumper. 
 
Emergency Information: 
Insurance co:  
Stough Memorial Baptist Church Information:  
 705 Lakeview Drive;  Pineville, NC  28134 
  Phone:  (704) 889-7665 
Destination Phone Number: _______________________. 

 

Stough Memorial Baptist Church 
 Pre-Trip Report 
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DriverÕs Name: ________________________ Date: ________________  
Trip Destination: ______________________ 
Mileage start: _____________________   Mileage end: _____________  
Fuel tank refilled after trip? ________Trash picked up after trip?  _________ 
Washed & Vacuumed after trip?         
Note any items not working properly: ___________________________  
 
CHECKLIST:  
OK Needs 
       Work           Before Entering the Vehicle: 
�  �               Look under your vehicle for fluid leaks. 
�  � Check engine for loose wires, hose connections and belts. 
�  � Check oil level. 
�  � Check gas level. 
�  � Check coolant level. 
� � Check washer fluid level. 
� � Check battery. 
� � Make sure wheel lugs are secure. 
�  � Check Tire Pressure (see label in van for proper pressure) 
   Inside the Vehicle: 
� � First Aid Kit on board/stocked. 
� � Listen for unusual engine noises.  
� � Ck gauges/warning lights, oil pressure, amp-meter, temperature and fuel. 
� � Check all switches. 
� � Test horn. 
� � Check vents. 
� � Examine cleanliness/condition of interior, steps, floor, seats & seat belts. 
� � Move vehicle slightly and check brakes. 
� � Check the holding power of the parking brake. 
� � With an observer, check all external lights and signals.   
� � Check inside and outside mirrors.  
� � Emergency equipment in place (fire extinguisher, flares and reflectors).  
� � With engine runningÑ ck exhaust system for leaks/extension beyond                      

  bumper. 
 
 
 
 
 

 

Stough Memorial Baptist Church 
Post-Trip Report 
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Safeguarding the Well Being of All  
Children &  Youth  

Statement of Purpose and Procedure 
 

  
The members of Stough Memorial Baptist Church (SMBC) pledge to uphold each other 

in the spirit of Christ; to teach, to strengthen and to support each individualÕs relationship with 
the household of God.  We are committed to the safety, welfare, and protection of all children 
and youth participating in the activities and programs of SMBC, from abuse or harassment of 
any form; physical, mental, or sexual.  The members of this church pledge to uphold each other 
in the spirit of Christ; to teach, to strengthen and to support each individualÕs relationship with 
the household of God. 
 
 In our pledge to sustain one another in the Gospel of Christ, we shall also undertake to 
preserve the integrity of each person.  No child or youth shall be subjected to the preventable risk 
of any form of abuse or harassment while on the SMBC property or while engaged in SMBC 
activities or programs located elsewhere.  The standards implemented in this Statement of 
Purpose and Procedure seek to uphold that commitment to the sanctity of the children and youth 
of SMBC, whether member or guest.  (The terms Child, Children, and Youth refer to all persons 
age 17 or younger.) 
 
Policy for all SMBC Activities and Programs 

Therefore, all SMBC activities and programs, regardless of location, involving children 
or youth, will be subject to the following policy: 
 

As often as practical, two adults will be assigned to supervise or lead all activities 
involving children or youth.  (A husband and wife team, for the purpose of this 
policy, will be counted as one adult.) 
 
Volunteers and teachers will not be assigned to childrenÕs or youth programs until 
after having been a member and of SMBC for at least six months.   
 
No person will be recommended to leadership of SMBC as a teacher or volunteer 
leader of childrenÕs or youth activities until a Volunteer Information Form and 
security background and reference checks have been completed. 

 
Volunteer Information Forms Required 

In order to comply with this policy and to decrease the potential of abusive behavior 
directed specifically towards children or youth Ð the staff, employees, teachers of 
children and youth, and volunteers for childrenÕs and youth activities or programs of 
SMBC, will be required to complete a Volunteer Information Form providing persons 
and confidential information necessary to perform security background checks and 
reference checks on each individual.   
 
While this process understandably trespasses in the privacy of our own lives, the security 
of our children and youth outweighs the personal invasion inherent with such 
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investigation and disclosures.  All personal information voluntarily disclosed, the results 
of all security background and reference checks, or the refusal of any person to 
participate in a program or activity in lieu of such disclosure requirements, will be 
maintained in the strictest of confidence. 

 
Security Background Checks 

Security background checks, including potential criminal history, will be conducted by 
the Pastor of Administration.  Additionally, character references will be provided and 
checked by carefully selected church volunteers such as the Sunday School 
Superintendent and AWANA Commander or Assistant Commander.  The results of the 
security background checks and the reference checks will only be disclosed to the Pastor 
of Administration, other PastorÕs, or Deacon Fellowship as deemed necessary. 

 
Secured Volunteer Information Forms Storage Facility 

The Pastor of Administration will maintain a secured storage facility for all Volunteer 
Information Forms and results of all referenced checks.  Volunteer Information Forms 
and security and reference background checks will be updated periodically.  If using a 
paid-service for the background checks, the security service will maintain all records. 

 
Disqualification for Service 

Whether disclosed voluntarily or by result of the security background check, any type of 
conviction of the following will automatically disqualify a volunteer from serving or 
participating in the leadership or sponsorship of any childrenÕs or youth activities or 
programs: 

 
    *Sexual Abuse of a Child 
  * Injury of a Child 

*Sexual Assault of a Child 
  * Incest 
  *Aggravated Sexual Assault of a Child 

* Indecency with a Child 
* Inducing Sexual Conduct or Sexual Performance of a Child 
*Possession or Promotion of Child Pornography 
*Sale, Distribution, or Display of Harmful Material to a Minor 
*Employment Harmful to Children 
*Abandonment or Endangerment of a Child 

 
Reporting Policy Violations 

In order to maintain an environment free of destructive acts toward all children and 
youth, the staff, employees, teachers, and volunteers of Stough Memorial Baptist Church 
must also be aware of their individual responsibility to report any questionable 
circumstance, observation, act, omission, or situation thought to be in violation of this 
Policy.  All questions or concerns of any suspected activity of abuse or harassment shall 
be directed to the Pastor of Administration, other Pastors, or member of the Deacon 
Fellowship. 
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In the event anyone personally witnesses an occurrence in violation of this Policy, that 
person will be asked to complete the attached Incident Report.  Anyone who should 
witness such an occurrence should consider the following recommendations as to how 
such a situation should be handled to insure the security of the child or youth involved 
and to protect against physical, emotional, or psychological injury, to all persons 
involved: 
 
 >Report the Incident Immediately! 
 
 >Do not leave the child, children, or youth alone to report the incident! 
 

>Do not personally confront the alleged or accused violator of the policy! 
 

>Allow the Pastor of Administration, other Pastor, or the Chairman of the Deacon 
Fellowship to provide you with the appropriate follow through instructions for 
reporting the incident! 

 
>The Pastor of Administration or the churchÕs designee will be solely responsible 
for all communications of behalf of the Church! 

 
See the Risk Management Flowchart on the following pages for a visual summary, and 
reporting responsibilities for the Pastor of Administration, other Pastors, and / or Deacon 
Fellowship.  
 
In the event a child or youth reports abusive conduct, regardless of where the conduct 
occurred, the person initially  contacted by the child will be required to complete an 
Incident Report.  Under this circumstance, the Incident Report should include precise 
wording of the ÒoutcryÓ of the child or youth.  All reported details of the childÕs or 
youthÕs first conversation with an adult should be recorded verbatim in the Incident 
Report.  The incident should otherwise be treated and reported as set out before as if the 
incident had been witnessed at the Church. 

 
Acts or Omissions Not Tolerated 

The following acts or omissions will not be tolerated or accepted and should be reported 
to the Pastor of Administration, other PastorÕs, or a member of the Deacon Fellowship 
immediately after the safety of the child, children or youth involved have been assured: 

  
*Any direct observations or evidence of sexual activity in the presence of or in the 
association with a child or youth 
 
*Any display or demonstration of sexual activity, abuse, insinuation of abuse, or 
evidence of abusive conduct towards a child or youth 
 
*Sexual advances or sexual activity of any kind between any person and a child or 
youth 
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*Sexual advances or sexual activity of any kind between a youth and a child 
 
* Infliction of physically abusive behavior or bodily injury to a child or youth 
 
*Physical neglect of a child, children or youth, including failure to provide 
adequate safety measures, care, and supervision in relation to the activities of 
Stough Memorial Baptist Church 
 
*Emotional or psychological mistreatment of a child, children or youth, including 
verbal abuse, verbal attacks, or the use of profanity in the presence of the child, 
children or youth 
 
*The presence or possession of obscene or pornographic materials at any function 
of Stough Memorial Baptist Church 
 
*The presence or possession, or being under the influence of any illicit drugs 
 
*The consumption of or being under the influence of alcohol while leading or 
participating in a childrenÕs or youth function of Stough Memorial Baptist Church 

 
Any violation of this policy on the part of any member of the staff, employee, member or 
volunteer will result in immediate dismissal from participation in all childrenÕs and youth 
activities and programs of Stough Memorial Baptist Church.  In the case of staff 
members and employees, any violation of this policy may result in termination. 
 
In accordance with the laws of the state of North Carolina, any and all reports will be 
immediately forwarded to the appropriate authorities.  Compliance with the reporting 
aspects of this policy does not complete the obligation; you, individually, may have to 
report the incident to the Pineville Police Department or Child Protective Services. 
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Risk Management Flowchart 
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Reporting Responsibilities for the Pastor of Administration: 
 
2 hours  Meets with the confidant to review Incident Report and make own written report 

(both will be given to Deacon Fellowship). 
 
2 hours  May need to meet with the victim (possibly do this after meeting with the 

parents). 
 
2 hours Meet with the Accused Abuser/Harasser.  Provide a written report to Deacon 

Fellowship.  Refer for counseling if needed (see attached list of hospitalÕs and 
counselorÕs).  Advise of possible action to be taken to protect all parties.  Relief 
of all Church responsibilities pending completion of investigation. 

 
2 hours  Meet with parents (and/or the victim) to go over written reports; refer for medical 

attention and counseling if necessary (see attached list of hospitalÕs and 
counselorÕs).  SMBC will provide up to three sessions with a professional  
counselor of either the victimÕs or abuser/harasserÕs choice.  This is not admitting 
guilt or taking responsibility for any incident involved; it is rather part of SMBCÕs 
ministry provision. 

 
2 hours Notify and work with Deacon Fellowship and set up emergency meeting A.S.A.P.   
 
A.S.A.P. Notify Prayer Chain Ð Urgent unspoken prayer request (confidentiality is 

extremely important).  Prayer chain starts at the church office (704) 889-PRAY.  
 
12 hours Direct confidant to make report to Child Protective Services in Pineville, NC 

(704) 336-3150); or Law Enforcement Agency at (704) 889-2231 if deemed 
necessary. 

 
When Feasible Advise congregation of events as appropriate at the next regularly scheduled 

service. 
 
24 hours  Publicity meeting within 24 hours of any media inquiry.  Again, this is neither to 

accept nor place blame, but an opportunity to be as open and honest as possible 
and to present a truthful, factual account of the situation. 
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Some Hospitals/CounselorÕs in the Pineville Ar ea 
 

Following is an unscreened list of our area hospitals and some counselors which may be of 
assistance.  These are not recommended by Stough Memorial Baptist Church, but are provided to 
assist in locating appropriate services. 
 
 

Hospital Name Address Phone Number 

Presbyterian Hospital  200 Hawthorne Lane 
Charlotte, NC 

(704) 384-4000 
 

Carolina Medical Center - 
Pineville 

Hwy 51 & Park Road 
Charlotte, NC 

(704) 543-2000 

 
 

Counselor Name Address Phone Number 

Agape Counseling and 
Consulting 

1811 N. Sardis Road 
Charlotte, NC 

(704) 849-0144 

Lighthouse Counseling Center 
at Calvary Church 

5801 Pineville Matthews Rd. 
Charlotte, NC 

(704) 341-5326 

Presbyterian Samaritan 
Counseling Center 

5203 Sharon Road 
Charlotte, NC 

(704) 554-9900 

Cameron Valley 
Psychotherapy & Counseling 

Associates 

6809 Fairview Road 
Charlotte, NC 

(704) 365-7777 

Rodgers Christian Counseling 1206 Jules Court 
Charlotte, NC 

(704) 364-9176 

Christian Focus Counseling 
Center 

4822 Albemarle Road 
Charlotte, NC 

(704) 563-9908 
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Stough Memorial Baptist Church 
Volunteer/Staff Information Form  

Confidential 

 
This application is to be completed by all applicants for a position (volunteer or 
compensated) involving the supervision or custody of children or youth.  This is not an 
employment application form.  Persons seeking a position in the church as a paid employee 
will be required to complete an employment application in addition to this screening form.  
It is being used to help Stough Memorial Baptist Church provide a safe and secure 
environment for those children, youth and adults who participate in our programs and 
facilities.  Leaving questions unanswered or answering negatively will not automatically 
disqualify a person from service. 
 

PERSONAL 
 

 
TodayÕs Date _______________________ 
 
Name ______________________________________________  Marital Status _____________ 
 
Address __________________________________  City __________________  Zip _________ 
 
Age ________  Birthday ______________________  Social Security # ______ - ____ - _______ 
 
Phone # _____________________  Emergency Name & Number _________________________ 
 
DriverÕs License # ___________________________  State _________  Expiration __/__/__ 
 
SpouseÕs Name ________________________________________  Phone # _________________ 
 
SpouseÕs Business Address _______________________________________________________ 
 
(Please provide 5 years of previous addresses and please attach to a separate sheet if necessary)  
 
Number of years at present address __________ 
 

Children & Birth Dates  

 
 

1. 2. 

3. 4. 
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Leading of Spirit 
 
Please indicate the type of youth, children or adult work you prefer? ______________________ 
When could you begin ________________  Minimum length of commitment _______________ 
List any gifts, callings, training, education, or other that have prepared you for children or youth 
work:_________________________________________________________________________
______________________________________________________________________________ 
 

Testimony 
 
Are you a Christian? _________________   
When did you believe in Jesus Christ for Eternal Life? _________________________________ 
Do you attend church? ___________  Where? ________________________________________ 
What changes has Jesus Christ made in your life? 
______________________________________________________________________________ 
 

Health 
 

Do you take any drugs for depression? Yes ___  No ____ 
Do you feel you can lift children up to 40 pounds? Yes ___  No ____ 
Have you ever had a problem with alcohol abuse? Yes ___  No ____ 
Have you ever used illegal drugs? Yes ___  No ____ 
 

Background 
 

Church you are a member of: _______________________________________ 
 
Church Name _____________________________________  # of years ___________________ 
 
Address _____________________________________________  Phone ___________________ 
 
City ________________________________  State _________  Zip_______________ 
 
 
Please list previous church work in area you are interested in seeing: 
 
Church Name _____________________________________  # of years ___________________ 
 
Contact Name _________________________  Address ________________________________   
 
Phone ___________________  City ______________________  State _________  Zip _______ 
 
Type of work __________________________________________________________________ 
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Church Name _____________________________________  # of years ___________________ 
 
Contact Name _________________________  Address ________________________________   
 
Phone ___________________  City ______________________  State _________  Zip _______ 
 
Type of work __________________________________________________________________ 
 
Personal References (not relatives or supervisors current or past): 
 
Name _______________________________________________  How long known __________ 
 
Address ____________________________________________  Phone ____________________ 
 
City ________________________  State _____________________  Zip _______________ 
 
 
Name _______________________________________________  How long known __________ 
 
Address ____________________________________________  Phone ____________________ 
 
City ________________________  State _____________________  Zip _______________ 
 
 
Were you a victim of abuse in any form?  If you prefer, you may refuse to answer this question 
and instead you may discuss your answer in confidence with the pastor.  Yes _____ No _____ 
          Advocate _________ 
 
Is there any fact or circumstance involving you or your background, including church discipline, 
that would call into question your being entrusted with the supervision, guidance, and care of 
children, youth, or adults? Yes _____ No _____ 
          Advocate _________ 
 
Have you ever been charged or convicted of a criminal offense (misdemeanor or felony, other 
than a parking violation) in a court of law? Yes _____ No _____ 
          Advocate _________ 
 
Have you ever been subjected to disciplinary action, suspended, terminated, or asked to leave a 
position because of engagement in child sexual abuse or neglect, other unlawful sexual behavior 
or otherwise violated an employerÕs sexual misconduct policy? Yes _____ No _____ 
          Advocate _________ 
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I understand that: 
a. The information I have provided will be verified, if necessary, by contacting persons or 

organizations named in this application, or by contacting any person or organization that 
may have information concerning me.  I hereby release and agree to hold harmless from 
liability any person or organization that provides information.  I also agree to hold 
harmless the Chartered organization of Stough Memorial Baptist Church and the 
employees thereof. 

b. In signing this application, I affirm that the information I have given is true and correct. 
c. This information id confidential and access to the information contained herein will be 

limited to a need to know basis. 
 
 
Signature ______________________________________    Date _______________________  

 
Request for Criminal Records Check and Authorization 

 
I hereby request the __________________________ Police Department to release any 
information which pertains to any record of convictions contained in its files or in any criminal 
file maintained me on whether local, state, or national.  I hereby release said Police Department 
from any and all liability resulting from such disclosure. 
 
RequestorÕs Signature: ___________________________________________________________ 
 
 Printed Name: ___________________________________________________________ 
  
 TodayÕs Date: ___________________________________ 
 
Print Maiden Name if Applicable: __________________________________________________ 
 
Print all Aliases: ________________________________________________________________ 
Date of Birth: __________________________ 
 
Place of Birth: _________________________________________________________________ 
Social Security Number: _________________________________________________________ 
 
 
Record sent to the following on _____________________________________ (Date): 
 
Name: ________________________________________________________________________ 
 
Address: ______________________________________________________________________ 
 
City: ______________________  State: _______  Zip: _________  Phone: _________________ 
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Reference Contact Form 
Record of Contact with a Reference or Church  

Identified by an Applicant for Youth or ChildrenÕs Work 

 
Confidential 

 
 
Name of Applicant: _____________________________________________________________ 
 
Reference Contacted:  
  
 Church or Organization: ___________________________________________________ 
 
 Pastor or Individual: ______________________________________________________ 
 
Date of contact: _________________________________   Time: ________________________ 
 
Method of contact (e.g., telephone, letter, personal conversation): _________________________ 
 
Summary of response received concerning the applicantÕs fitness and suitability for youth or  
 
childrenÕs work: ________________________________________________________________  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Person contacting the reference: ___________________________________________________ 
 
  
   Signature: ___________________________________________________ 
 
   Date: _________________________________________ 
 



 

© Copyright 2004 by Stough Memorial Baptist Church 

35 

Stough Memorial Baptist Church Accident Report Form 

 
Date: _________________      Victim: _________________________________________ 
Time: _________________  Address: ________________________________________ 
         ________________________________________ 
Event: ________________________________   Phone #: ____________________________ 
Age: _________________________________ Parents: _____________________________ 
 
 Injury: __________________________________________________________________ 
 
 
 
 Details (How it happened & Where it took place): _______________________________ 
 
 
 

 
 
 Steps Taken (ex. Cut washed and bandaged): ___________________________________ 
 
 
 
 
 If victim was taken for Medical Assistance, specify physician and facility, and give 
diagnosis and treatment given: _____________________________________________________ 
 
 
 
 
 
 Were Parents Contacted? ___________________________________________________ 
 

 
Signature of Victim: _______________________________________________________ 

 
 Signature of Eye-Witness: __________________________________________________ 
 
       Phone Number: __________________________________________________ 
 
 Signature of Adult Reporter: ________________________________________________ 
 
            Phone Number: ________________________________________________ 
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Most employees are covered by the Civil Rights Act of 1964 which prohibits employment 
discrimination on the basis of race, sex, religion, color, and national origin.  Other laws may 
prohibit discrimination against handicapped persons or veterans.  Guidelines include, but are not 
limited to: 
 

• Recruiting 
Job descriptions, applications, and interviewers must avoid reference to 
sex, age, race, marital status, or other prohibitive characteristics.  Records 
must be kept on type of advertisements placed: Where placed Ð number of 
applicants Ð received and hired by category. 

 
• Testing and fair employment requirements 

Examinations for employment must not disproportionately deny 
employment or promotion to minorities. 

  
• Checking references 

Investigation of applicantsÕ employment history must be taken in good 
faith and must be consistent with all applicants.  Often, good, reliable 
information can be obtained by contacting the immediate supervisor where 
a Personnel Department is uncooperative. 

 
• Promotion policies 

The Pastor of Administration should develop a set of promotion policies 
consistent with equal employment opportunity and affirmative action 
obligations: communicate those policies to all supervisors and employees, 
and then monitor the decisions that follow. 

 
• Sexual harassment (Also see heading “Sexual Misconduct”) 

A formal written policy and complaint procedure, including a broad 
definition of sexual harassment, should be written and widely 
disseminated within the organization (i.e. sexual harassment being defined 
as unwanted sexual attention as perceived by the recipient).  The policy 
statement should include that sexual harassment will not be tolerated.  The 
policy should be treated seriously and investigated thoroughly.  

 
• Termination 

Termination should follow well-prescribed guidelines and be thoroughly 
documented.  It should be understood by both parties.  The procedure 
should adhere to all legal regulations and not be arbitrary or 
discriminatory. 

 

Hiring and Employment 
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• Information on Prospective Employees Ð North Carolina  WorkersÕ 

Compensation Commission 
 

Introduction 
An employer covered by workersÕ compensation insurance who desires to 
obtain information concerning a job applicantÕs prior injuries may send a 
self-addressed, stamped envelope to:  

WorkersÕ Compensation 
ATTN: Prior Claims 

 
  Coordination with the Americans with Disabilities Act (ADA) 

When ADA applies, employers may contact WorkersÕ Compensation only 
on a nondiscriminatory basis for all prospective employees within a 
particular job category, and only after having made a conditional offer of 
employment prior to hiring the applicant. 

 
  Information available 

Upon receiving a proper written request, WorkersÕ Compensation will 
review its records.  If it finds that the applicant has made any kind of  
claims in the proceeding five years, it will release to the employer the date 
and description of each injury.  For more information, call (800) 522-
8210. 

 
SMBC should report to the liability insurance carrier any allegations by an employee that proper 
guidelines are not being followed. 
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Sexual Misconduct 
 

Whether or not sexual molestation is on the increase, or whether people are simply reluctant to 
report such incidents is not clear.  It is certain, however, that suits against churches and other 
institutions are markedly on the upswing.  Sometimes these offenses are committed by outsiders, 
resulting in charges that the institution did not exercise proper care in protecting churches from 
such outsiders, particularly when similar incidents have taken place in the same area.  Sometimes 
the molestation is by other children, and charges are again made of improper protection and 
supervision of the children. 
 
Most often the offenses are committed by volunteers/staff of the church: pastors, teachers, 
custodians, and many other types of ministry workers.  Claims arising out of these situations 
quite understandably involve strong emotional feelings, and damage awards can run high. 
 
The critical point for insured institutions to remember is that they should make specific inquiry 
about past histories of any such problems experienced by any potential volunteers/staff.  A job 
applicantÕs background should be carefully checked using the forms provided in this document.  
Such documented inquiries are sometimes difficult to make and require tact, but in todayÕs 
climate, most people understand the reason for a direct inquiry on the subject. 
 
Often, the liability of the church is predicted on the failure to inquire, particularly where the 
inquiry would have disclosed a history of previous problems. 
 
Equally important in avoiding suits against the church is the action taken to prevent further 
incidents once a problem in the area has been discovered or suggested.  Every allegation of 
sexual offense or molestation should be investigated promptly and thoroughly by officials and 
reported to the church insurance company immediately.  If such allegation is factual, the 
volunteer/employee will be suspended from Church duties and be subject to Church discipline.  
It is unlikely the problem will ever be handled by relying on promises of the employee to reform.  
Failure to take remedial action will make a claim difficult to defend. 
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Proper Display of Affection 
 
Physical tough is an important element in the communication of love and care.  It is an essential 
part of the nurturing process that should be characteristic of our ministry at Stough Memorial 
Baptist Church.  Volunteers and paid staff need to be aware of, and sensitive to, the special and 
differing needs and preferences of each individual child.  Physical contact should be age and 
developmentally appropriate. 
 
Appropriate Touch:  

1. Meet the child at eye level by bending down or sitting. 
2. Listen to him / her with your eyes as well as your ears. 
3. Hold the childÕs hand while listening or speaking to them or when walking to an 
 activity. 
4. Put your arm around the shoulder of a child when comforting or quieting is needed. 
5. Pat a childÕs head, hand, shoulder, or back when encouraging. 
6.  Gently hold the shoulders or chin when redirecting the childÕs behavior.  This helps 
 the child focus on what you are saying and is helpful with Attention Deficit 
 Disorder children. 
7. Hold a preschool child who is crying. 

 
Inappropriate Touch:  
 1. Kissing a child or coaxing a child to kiss you. 
 2. Extending hugging and tickling. 
 3. Touching a child in any area that would be covered by a bathing suit. 
 4. Carrying an older child or sitting him or her on your lap. 
 5. Being alone with a child. 
 6. Giving a full contact, body-to-body hug. 
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All members and regular attendees of Stough Memorial Baptist Church share responsibility to 
help identify any potential exposure to hazards and report anything identified to the Pastor of 
Administration, other Pastors, or Chairman of the Deacon Fellowship. 
 
The Pastor of Administration is responsible to conduct an annual inspection of the premises with 
a representative of the insurance carrier to identify as many if the potential problems and dangers 
as possible. 
 
Inspection will include, but not be limited to all electrical outlets, fuse boxes and circuit 
breakers; all flooring and stairwells; all storage areas; all entrances and outside walkways; 
kitchen; all church equipment.  Appropriate check lists will be used to verify discrepancies noted 
and dates noted deficiencies were corrected. 
 
Periodic inspections of the building should include: 
 

*Check stairs to insure that there are no loose coverings or obstructions which could 
cause falls. 
 
*Check all carpet to insure there are no loose edges which could cause falls. 
 
*All fuse boxes are properly secured. 
 
*All electrical outlet plates are in place and show no sign of electrical fires. 
 
*All ceiling tiles are in place and not subject to falling. 
 
*All storage areas are clear of trash or clutter. 
 
*All HVAC air -handling areas are clear of unnecessary items.  Such areas will not be 
used for storage, particularly of paper or any other flammable object. 
 
*Kitchen area to insure that the area is clear of trash and floors are such that they cannot 
cause falls. 
 
*No improper storage of paint or solvent type material, which might cause a fire. 
 
*Lighting Ð insure all stairwells, entries, exits, and areas where danger of falls or danger 
from possible attacks or assault might take place are properly lighted and the lights are 
working. 
 

The Pastor of Administration should maintain posted evacuation routes to use in the event of fire.  
The location and inspection of fire extinguishers should be clearly noted. 

Exposure/Hazard 
Identification  
Fire Safety 
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The following are the specifics of the discipline procedures and policy of Stough Memorial 
Baptist Church.  We believe the following guidelines are based upon scripture, and should be 
used throughout our childrenÕs and youth programs to provide a unified format of guiding 
children towards becoming more like Christ. 
 
The heart of the discipline policy at Stough Memorial Baptist Church lies in living out the 
following Biblical guidelines in the classroom. 
 
Classroom Guidelines 
 

1. Put God First 
 
Matthew 22:37  ÒLove the Lord your God with all your heart and with all your 
soul and with all your mind.Ó 

  
  2.  Respect Others 
    

Matthew 22:39  ÒLove your neighbor as yourself.Ó 
 
  3.  Be Kind  

 
Ephesians 4:32  ÒBe kind and compassionate to one another, forgiving each other, 
just as in Christ God forgave you.Ó 

 
  4.  Follow Teachers Instructions 

 
Hebrews 13:17  ÒObey your leaders and submit to their authority.  They keep 
watch over you as men who must give an account.  Obey them so that their work 
will be a joy, not a burden, for that would be of no advantage to you.Ó 

 
  5.  Do Your  Best 

 
Colossians 3:23  ÒWhatever you do, work at it with all your heart, as working for 
the Lord, not men.Ó 

 
 Three Count Procedures 
 
 Using these FIVE scriptural guidelines, we will use the traditional ÒTHREE COUNT Ó system 

of maintaining discipline within the classrooms.   This is done in order to provide the best 
biblical learning environment possible, a learning environment based on Christ-like attitudes.    

 
II Timothy 3:16 ÒAll scripture is God-breathed and is useful for teaching, rebuking, 

correcting, and training in righteousness.Ó  

Discipline Policy/Procedures 
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 The ÒTHREE COUNTÓ system functions as follows: 
 

 
1.   ÒONE COUNTÓ Ð this first count is given by any leader or teacher to a child for 

any minor disruption that should be addressed upon the teacherÕs discretion.  At 
this point the teacher will refer back to the ÒClassroom GuidelinesÓ posted in each 
room and encourage the child to recognize which guideline they may have 
disobeyed, and then encourage the child to correct that particular behavior.  If at 
all possible this should be done with the child separated from the group so as not 
to belittle him/her, but if that is not feasible, special care will be given so the child 
recognizes he/she needs to correct that particular behavior without feeling inferior 
within the group. 

 
2.        ÒTWO COUNTÓ Ð this second count is given by any leader or teacher to a child       

for either a second minor disruption or a major disruption such as fighting etcÉ  
The second count is also given at the teacherÕs discretion and at this point either 
the AWANA Director or ÒHeadÓ teacher in the classroom takes the child away 
from the classroom setting for a brief Òone-on-one.Ó  During this time, the child is 
encouraged once again to recognize which classroom guideline he/she has 
disobeyed, and then the Director or ÒHeadÓ teacher will lead the child in prayer 
and encourage the child to correct the negative behavior.   
 
a. Apology - The teacher may also at his/her discretion have the child 

apologize to the offended party. 
   
b. Time Out - A brief ÒTime OutÓ moment may be used where the child is 

given time, five to ten minutes, separated from the group to ÒthinkÓ upon 
his/her actions.  During the ÒTime OutÓ time, the child will not be left 
alone, but at least one adult will be present with him/her. 

 
3.    ÒTHREE COUNTÓ Ð this third count is given by any leader or teacher to a child 

for either a third minor disruption or a severe disruption.  The count is given at the 
teacherÕs discretion and at this point is guided towards the Director or the ÒHeadÓ 
teacher who will take the child to the Commander, Sunday School 
Superintendent, or overall program leader.  At this point a report will be filed of 
the incident, a copy is kept on file, and a copy is given to the childÕs parent when 
he/she comes to pick up his/her child after class.  This is the only point in which 
the parent becomes involved in, unless otherwise requested.  The overall leader 
then will encourage the child to recognize which classroom guideline he/she 
disobeyed and will either keep the child separate from the classroom setting until 
the class is over or use his/her discretion in sending the child back into the 
classroom setting. 
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Since we are trying to encourage a God-like behavior in all children and youth, 
we will not contact parents immediately at home on the phone, unless the incident 
escalates and it is recommended by the overall program leader (Commander,  
Sunday School Superintendent, Pastor of Administration, or other Pastors). 

 
Teacher Guidance - The guidelines presented above are designed to inform teachers, 
parents, and children of the expectations and goals of our childrenÕs and youth programs at 
Stough Memorial Baptist Church.  They are intended to point each individual towards becoming 
more Christ-like.  Teachers are encouraged to use additional ÒClassroom GuidelinesÓ besides 
these given, as long as they are communicated effectively and thoroughly.  Parents are 
encouraged to become involved in their childÕs educational program, sit in on classes, and ask 
any questions.  We believe that the discipline policy and procedures outlined above will develop 
Christ-like children and youth and can be used as an outgrowth of parental discipline.  If  there 
are any questions about this policy, please contact the childÕs teacher, someone on the church 
board, or the Pastor of Administration. 

  
1. Encourage children and youth out of love.  If a teacher is directly involved in 

a disturbance (i.e. child hit you), try to remove yourself from the situation and 
have another teacher instruct the child in learning which classroom guideline 
he/she disobeyed. 

 
2. If at all possible, do not discipline or belittle a child in front of his/her peers.   

Discipline is handled much better Òone-to-one.Ó 
 

3. Pray with the child and remind him/her that we all sin, (Romans 3:23 ÒFor all  
have sinned and fall short of the glory of God.Ó) and that God desires us to 
confess our sins to Him to restore our fellowship with Him once again. 

 
4. Remember that all children make mistakes.  Once they have been given a  

count, do not ÒwaitÓ for the chance to give him/her another one, forgive as 
even Christ has forgiven us. 

 
5. Continually teach and refer back to the classroom guidelines.  Some  

suggestions are to teach a lesson periodically on different classroom 
guidelines, memorize the scripture of the corresponding guideline, or lead the 
children and youth in discovering ways to become more like Christ.  Be 
proactive, not reactive! 

 
6. If your classroom uses ÒTime OutÓ during the ÒSecond CountÓ, do not leave  

the child alone under any circumstances.  ÒTime OutÓ is to be used as a time 
for reflection, not seclusion punishment. 

 
7. At no time will Corporal Punishment be used in any classroom at Stough 

Memorial Baptist Church  Our goal, again, is to discipline out of love and 
encourage children and youth to become more Christ-like. 
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Opportunity for Commitment  Ð This form is designed for parents to use in expressing 
their support for Stough Memorial Baptist ChurchÕs Discipline Policy.  The form is optional as 
the ChurchÕs discipline policy as set out herein remains the guidelines whether parents sign the 
form or not.   
 

Discipline Incident Report Form 
This report is to be filled out by the Director or ÒHeadÓ teacher when a third count is given in our 
ÒThree CountÓ discipline system.  This report will be filled out after the Director orÓ HeadÓ 
teacher has gathered all details of a discipline disturbance of a child or youth, and will be filled 
out at the time in which they bring the child or youth to the Commander, Sunday School 
Superintendent, or Overall Program Leader.  A copy should be made of this form and given to 
the childÕs parent after class is completed, and the original is to be filed. 
 
Name of child or youth: __________________________________________________________ 
 
Parents: _______________________________________________________________________ 
 
Address: ______________________________________________________________________ 
 
Phone Number: ________________________________________________________________ 
 
Grade: ________________________  Club or Class: ___________________________________ 
 
Club or Class Director or ÒHeadÓ teacher: ___________________________________________ 
 
Date of Incident: _______________________________________________________________ 
 
Briefly describe the discipline disturbance and/or incident: 
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Briefly state what discipline measures have already been taken (i.e. Time Out, a one and/or two 
count given): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please list any other information which may be helpful: 
 
 
 
 
 
 
 
 
 
 
 
 
Signature of Director or ÒHeadÓ teacher: _____________________________________________ 
 
 
Signature of Commander/Sunday School Superintendent/Overall Program Leader: 
 
  
        _____________________________________________  
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Opportunity for Commitment  
 
The goal at Stough Memorial Baptist Church is to encourage others towards being more Christ-
like.  We believe the preceding biblical guidelines provide a model for encouraging our children 
and youth in accomplishing this goal.  As with any endeavor, it takes time, effort, and the 
support of the parents to have a successful program.  We encourage you to sign the following 
agreement as a show of support for our discipline policy here at Stough Memorial Baptist 
Church.  Failure to sign, does not negate or change our form of discipline we will use at Stough 
Memorial Baptist Church. 
 
 
I ________________________________ support Stough Memorial   
 
Baptist Church in their endeavor of encouraging my child  
 
____________________ to become more Christ-like by providing  
 
classroom guidelines which are Biblically based.  
 
 
 

 II Timothy 3:16  ÒAll Scripture is God-breathed and is useful for 
teaching, rebuking, correcting, and training in righteousness.Ó 
 
 
 
ChildÕs Signature: _________________________________________ 
 
ParentÕs Signature: ________________________________________ 
 
Date: ____________________________________________________ 
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We believe that for our workerÕs protection and the protection of our children in the nursery, 
childrenÕs and youth programs, we should treat all contact with body fluids as having a potential 
for affecting our health. 
 
Policy:  To educate nursery, children, and youth program workers to understand the risk of fluid 
borne diseases and common ways to avoid exposure: 
 

1. Workers should read through some fluid transmitted disease material so that they 
are at least educated in the risks involved.  See the Standard precautions 
information copied from a Hospital Manual on the pages following this policy. 

 
2. All workers should use disposable latex gloves when handling body fluids such as 

diapers in the nursery area, first-aid involving blood from the children or youth.  
This may apply even to handling trash from the nursery and restrooms. 

 
3. All nursery items should be disinfected weekly Ð beds and toys.  Nursery workers 

should use caution to insure infants ÒchewingÓ on toys do not share these toys 
with other infants. 

 
4. Post a list of nursery precautions as a reminder to workers and for parents 

information. 
 

5. All nursery, children, and youth workers should be encouraged to attend an 
annual training course to review precautions, safety guidelines, and 
accident/incident reporting. 

 
A Brief Look at Fluid Transmitted Diseases Ð It is well to understand that fluid 
transmitted diseases are not spread by: 
 

1. Sitting next to someone at work, on the bus, in church, or in the nursery 
 

2. Touching or shaking hands 
 

3. Eating in a restaurant or at church social, or even sharing food, plates, cups, or 
utensils 

 
4. Using restrooms, water fountains, or telephones 

 
5. Being bitten by mosquitoes or any other insect 

 

 

Fluid Diseases Policy  
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6. Kissing, coughing, or sneezing 
 

7. Playground equipment, or nursery toys 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

© Copyright 2004 by Stough Memorial Baptist Church 

49 

DIAPER-CHANGING PROCEDURE 

1. Set out supplies (gloves, diapers, wipes) 
2. Wash your hands. 
3. Put on gloves. 
4. Place new paper towel on changing pad. 
5. Place child on changing pad. 
6. Remove soiled diaper and place in plastic 

bag. 
7. Clean diaper area with wipes. 
8. Put wipes in plastic bag. 
9. Remove gloves and dispose. 
10. Put on new gloves (clean). 
11. Follow parents’ instructions regarding 

care of diaper area (powder, ointment, etc…)  
12. Put clean diaper on child & dress. 
13. Wash child’s hands and face with wipes. 
14. Remove child from the changing area. 
15. Spray soapy water solution on diapering 

surface and wipe off with disposable 
towel. 

16. Spray on sanitizer – leave to dry 
17. Remove gloves and dispose. 
18. Wash your hands. 

NOTE:  Each diaper change requires a new pair of gloves. 
Never step away from, or turn your back to the changing table 
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Following are Hospital Standard Precautions found in a Hospital Manual: 
 
 Hospital Standard Precautions: 
 

Definition: The standard precautions system considers all blood, body fluids, 
tissue, or mucous membranes infectious.  All patients must be considered 
potentially infectious and precautions/barriers must be used to protect all 
employees.  This is because when known infected patients are treated differently 
from unknown infected patients there is a risk of contracting a blood borne 
disease from the unknown infected patient. 
 
Standard Precautions: Standard precautions are interaction driven.  Care givers 
and other employees must evaluate the patient-oriented task at hand and 
determine the likelihood of coming in contact with blood, body fluids, and/or 
tissues.  If the RISK of contact with these fluids is present, or reasonably 
anticipated, the care giver should use appropriate barriers: 
 

*Masks worn when possible contact with blood or other body fluid 
 

*Gloves worn when it is possible contact with splashes of blood or other  
body fluid  

 
*Hands must be washed before and after patient contact, and before  

taking care of another patient. 
 

Minimum Protection: Wash your hands as often as necessary.  Cleanliness is the 
key to infection control.  Use soap, lather, scrub for 15 seconds, rinse, and dry 
hands well. 

 
While the above obviously does not apply to Stough Memorial Baptist Church as is, some of the 
principles obviously apply.  For additional Standard Precautions published in a Hospital Manual 
see the additional guidelines. 
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Standard Precautions Ð Exposure Control Plan 
(From A Hospital Manual) 

 
Policy: Standard Precautions is a major component of the SMS Exposure Control Plan for 

blood borne pathogens.  Standard Precautions will be used in the care of all 
patients.  All blood, body fluids, and tissues must be considered infectious.  
Gloves and other appropriate barriers (Personal Protective Equipment) MUST be 
worn for contact or reasonably anticipated contact with blood, body fluids and/or 
tissues. 

  
 All personnel, including physicians, nurses, technicians, nursing aides, 

housekeepers, dietitians, etc., are responsible for complying with the established 
isolation/precaution practices.  Patients also have a responsibility for complying 
with isolation/precaution practices and they should be so instructed by the 
hospital physicians and nursing personnel. 

 
Definition:  Standard Precautions is the system that considers all blood, body fluids, tissue, or 

mucous membranes infectious (Similar to Universal Precautions and Body 
Substance Isolation). 

 
 Personal Protective Equipment refers to barriers used to protect the employee 

from exposure to blood, or any other body fluid, and includes gloves, 
gowns/aprons, masks, and goggles/face shields. 

 
Rationale: The use of Standard Precautions will protect employees from the 

UNDIAGNOSED CASE of infectious disease.  All patients must be considered 
potentially infectious and precautions/barriers must be used to protect all 
employees.  This is because when known infected patients are treated differently 
from unknown infected patients there is a risk of contracting a blood borne 
disease from the unknown infected patient. 

 
The risk of nosocomial transmission of HIV, HBV, and other blood-borne 
pathogens can be minimized if health care workers use the following 
STANDARD PRECAUTIONS at all times and with EVERY PATIENT. 

 
Basic Premise:  

1. Standard Precautions are interaction driven.  Care givers and other 
employees must evaluate the patient-oriented task at hand and determine 
the likelihood of coming in contact with blood, body fluids, and/or tissues.  
If the risk of contact with these fluids is present (or reasonably 
anticipated) the care giver should use appropriate barriers. 

 
2. For all surgical and dental procedures, gloves, face shields, or goggles and 

masks must be worn. 
 



 

© Copyright 2004 by Stough Memorial Baptist Church 

52 

3. Each department shall identify high risk procedures, barrier standards for 
their procedures and conduct departmental in services as appropriate. 

 
4. In addition to Standard Precautions, which apply to all blood and other 

body fluids containing visible blood, three types of isolation will be used 
to prevent the transmission of highly virulent organisms/diseases to the 
Health Care Worker: Airborne, Droplet, and Contact. 

 
5. Red Stop Signs will be posted for Airborne, Droplet, and Contact isolation 

alerting HCW, patients and visitors about any additional precautions they 
should take to enter the room and/or care for the patient.  The additional 
precaution instructions ca be found on the patientÕs chart.  Once alerted by 
the Stop Sign, staff and family members will be instructed to obtain 
precaution information from the patientÕs care giver. 

 
6. All HCWs who enter an isolation room must be trained about the isolation 

procedures for which they are responsible. 
 

7. Nursing staff are available to assist patients and visitors with questions 
regarding isolation procedures. 

 
8. Compliance will be assessed periodically and is unit-based.  Monitoring 

for compliance with SMC isolation procedures is the responsibility of  the 
unit managers (infection control is available for consultation). 

 
Standard Precautions: 

1. Masks are indicated when the possibility of contact with splashes of blood 
or other body fluids exist. 

 
2. Gloves are indicated when the possibility of contact with splashes of blood 

or other body fluids exist. 
 
3. Goggles and/or face shields are indicated when the possibility of contact 

with splashes of blood or other body fluids exist. 
 
19. Hands must be washed before and after patient contact or potentially 

contaminated articles and before taking care of another patient. 
 
 
 
For Minimum Protection: Use soap, warm water and lots of friction.  Lather and scrub hands and 
wrists for 15 seconds, then rise thoroughly.  Dry hands well on paper towels.  Use elbows or dry 
paper towel to turn off faucets. 
 
 


