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Introduction  
Heeding Christ’s call to all people to love and serve one another (John 13:15,34); to serve those 
most vulnerable in his name, even the “least of these” (Matthew 25:40); and to welcome children 
and youth in Christ’s name (Matthew 18:5), the Aldersgate United Methodist Church has 
developed this Safe Sanctuaries  policy with accompanying procedures to reduce the risks of 1

abuse to children, youth and vulnerable adults in the ministries of the church. This Safe 
Sanctuaries policy comes out of the guiding covenant of the Susquehanna Conference, “…
acknowledging that it is by God’s grace that we live together in covenant agreement ”, and 2

focuses on the following covenant agreements:  
• We covenant together as a church to diligently seek God’s will as we endeavor to make 

disciples of Jesus Christ for the transformation of the world; and,  
•  We covenant to do no harm by words or actions.  3

 The physical and emotional safety, as well as the spiritual growth of all God’s children is 
a priority of Aldersgate United Methodist Church whereby we embrace a commitment to the 
holistic well-being of each child, youth and adult entrusted to us in ministry through our 
congregation. As recognized in the 1996 General Conference resolution: Reducing the Risk of 
Child Abuse in the Church:  

Tragically, churches have not always been safe places for children [youth, or vulnerable 
adults]. Sexual abuse and exploitation … occurs in churches, large and small, urban and 
rural. The problem cuts across all economic, cultural, and racial lines. It is real, and it 
appears to be increasing. Most annual conferences can cite specific incidents of child 
sexual abuse and exploitation within churches [and in conference ministry settings]. 
[Additionally, virtually every congregation has among its members, adult survivors of 
early sexual trauma [or other type of abuse]. Such incidents are devastating to all who are 
involved: the child, the family, the local church and its leaders, [and annual conferences, 
who suffer the] legal, emotional, and monetary consequences of litigation … of abuse.  4

 Aldersgate United Methodist Church Safe Sanctuaries Reducing the Risk of Abuse 
policy, seeks to provide a framework for Aldersgate United Methodist Church to practice cyber-
safety in computer, internet, cell phone and other evolving cyber technologies to reduce the risk 
of abuse in our ministries to children, youth and vulnerable adults. United Methodists are a 
connectional people. As we work to fulfill the Great Commission of Jesus Christ (Matthew 

 Melton, Joy Thornburg. Safe Sanctuaries, Reducing the Risk of Abuse in the Church. 2008. Discipleship Resources: Nashville, TN 1

 Vision Team of the Central Pa and Wyoming Conferences, Birthing a New Annual Conference, Our Guiding Covenant. LINK Dec 2

2008/Jan 2009, page 1. Central PA Publication: Mechanicsburg, PA   

Ibid3

 The Book of Resolutions of the United Methodist Church, 1996, 2004. The United Methodist Publishing House: Nashville, TN 4
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28:19), we use the ever-changing cyber technologies available to us to teach about God’s love 
and to strengthen our connections as the Body of Christ in the world.  
In our covenant together to do no harm by word or action, and to make disciples for Jesus Christ 
for the transformation of the world, we outline in this policy, a set of minimum standards and 
suggested procedures for local churches and the annual conference that is in keeping with the 
1996 General Conference Safe Sanctuaries resolution (reaffirmed in 2004 and 2008) expanded to 
include abuse risk reduction for vulnerable adults and cyber safety considerations.  
Aldersgate United Methodist Church shall:  
• develop safety and risk-reducing policies and procedures for church-sponsored events such 

as camps, retreats, youth gatherings, childcare at conference events, mission trips, and other 
events for which the conference or its agency or program is the sponsor;  

• follow guidelines and training processes for use by church leaders who carry responsibility 
for prevention of child abuse in local churches provided by the Susquehanna Conference. 
Policies shall be developed by a work team appointed by the church and in partnership with 
appropriate conference agencies. These policies shall be approved by the church and 
implemented by the church. The policies shall be posted on the church website, circulated in 
church publications, and shared with the congregation, administrators, and community. 

Definitions  
What is Safe Sanctuaries?  
In 1996, the General Conference of the United Methodist Church adopted the resolution, 
Reducing the Risk of Child Abuse in the Church. This resolution, reaffirmed at every General 
Conference since then, became the impetus for annual conferences and congregations to develop 
and implement abuse risk reduction policies. The General Board of Discipleship has identified 
Safe Sanctuaries as Reducing the Risk of Abuse in the Church for Children and Youth.  

What is abuse?  
“Child Abuse” is defined under Pennsylvania’s Child Protective Services Law (PA Law 23 Pa. 
C.S.A.§6303) to mean any of the following:  
“(i) any recent act or failure to act by a perpetrator which causes non-accidental serious physical 
injury to a child under 18 years of age. (ii) an act or failure to act by a perpetrator which causes 
non-accidental serious mental injury to or sexual abuse or sexual exploitation of a child under 18 
years of age. (iii) any recent act, failure to act, or series of acts or failures to act by a perpetrator 
which creates an imminent risk of serious physical injury to or sexual abuse or sexual 
exploitation of a child under 18 years of age. (iv) serious physical neglect by a perpetrator 
constituting prolonged or repeated lack of supervision or the failure to provide essentials of life, 
including adequate medical care, which endangers a child’s life or development or impairs the 
child’s functioning. No child shall be deemed to be physically or mentally abused based on 
injuries that result solely from environmental factors that are beyond the control of the parent or 
person responsible for the child’s welfare, such as inadequate housing, furnishings, income, 
clothing, and medical care.”  
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Pennsylvania Child Protective Services Law 23 Pa.C.S.A.§6303 also provides that, “If, upon 
investigation, the county agency determines that a child has not been provided needed medical or 
surgical care because of seriously held religious beliefs of the child’s parents, guardian, or person 
responsible for the child’s welfare, which beliefs are consistent with those of a bona fide religion, 
the child shall not be deemed to be physically or mentally abused. The county agency shall 
closely monitor the child and shall seek court-ordered medical intervention when the lack of 
medical or surgical care threatens the child’s life or long-term health.”  
 In Safe Sanctuaries, Reducing the Risk of Abuse in the Church, 2008, Discipleship 
Resources, Nashville, TN, Joy Thornburg Melton defines and describes five types of abuse:  

1. Physical Abuse is abuse “in which a person deliberately and intentionally causes bodily  
 harm to another through violent attack with a weapon (knife, belt, strap, etc), burning,  
 shaking, kicking, choking, fracturing bones, or any of a wide variety of non-accidental  
 injuries to a person’s body.” (Melton 2008, pages 29-30)  
2. Emotional Abuse is abuse “in which a person exposes another person to spoken or   
 unspoken violence or emotional cruelty ... sending a message of worthlessness, badness,  
 being unloved, and undeserving of love and care. Emotional abuse may include locking  
 someone in a closet, depriving a child or youth of parental affection, constantly telling  
 someone they are bad or stupid, allowing or forcing a minor to abuse alcohol or drugs.  
 Emotional abuse is very difficult to prove and devastating to the victim.” (Melton, 2008,  
 page 30)  
3. Neglect is abuse “in which someone’s health, safety, or welfare is endangered through  
 negligence. Some forms of neglect are: withholding food, clothing, medical care,   
 education, and even affection and affirmation of self-worth.” (Melton, 2008, page 30) If a 
 parent cannot provide adequate care for a child due to poverty, infirmity, or other   
 disability, their negligence is not legally categorized as abuse, although the neglected  
 person still needs to be cared for.  
4. Sexual Abuse is abuse “in which sexual contact occurs between a child, [youth, or   
 vulnerable adult] and an older or more powerful person, where the vulnerable person is  
 not truly capable of consenting to or resisting such contact … [because of] physical or  
 psychological dependence. Examples of sexual abuse may include fondling, intercourse,  
 incest, the exploitation of and exposure to pornography or prostitution.” (Melton, 2008,  
 page 30)  
5. Ritual Abuse is abuse “in which physical, sexual, or psychological violations of a person  
 are inflicted regularly by someone responsible for the vulnerable person’s welfare. The  
 abuser may appeal to a higher authority or power to justify the abuse. Such abuse may  
 include actual or threats of cruelty to a person, animals, or others.” (Melton, 2008, page  
 30)  

What are the definitions of “child,” “youth,” and “vulnerable adult”?  
For the purposes of this Policy, the definition of abuse also includes vulnerable adults. One 
definition of vulnerable adult is: any person, 18 years and older, who because of physical or 
mental infirmity or emotional disability or other physical, mental, or emotional dysfunction may 
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be vulnerable to maltreatment. We also mean vulnerable adults to be adults who have been 
abused either as a child or an adult; or adults, who in their work with children, youth, and 
vulnerable adults, can be in a position where accusations of abuse could mistakenly arise.  
As mentioned above, a child is anyone under the age of 18 years. A youth may be a child in the 
age range of 12 to 18 years, and is a colloquial term used in ministries to mean junior and senior 
high school age groups.  

What are the “children’s, youth, and vulnerable adult ministries and/or activities” covered 
under this policy? 
 The church referred to in this policy is Aldersgate United Methodist Church. Ministries 
and/or activities are defined as any ministries to children, youth, and vulnerable adults that 
include any programming or activities in which children, youth, and/or vulnerable adults are 
under the supervision of the church through its staff persons or volunteers.  

Cyber Space and Cyber Safety:  
 While ministries and activities take place in a variety of venues, new forms of 
communication via the Internet and wireless cell-phones and other hand-held devices 
constitute a new space for ministry and activities for children, youth, and vulnerable adults. 
Cyber Space includes: communications via email, instant messaging, and cell phone 
(speaking and texting), and other devices; communicating on social networking sites such as 
Facebook, MySpace, etc.; web-surfing and downloading of materials from the Internet; and 
gaming. Cyber Space is a fluid space which changes more and more as communications 
become more portable and websites change with increasing frequency.  
 Cyber Safety is the part of our Safe Sanctuaries policy that seeks to encourage those in 
ministry with children, youth, and vulnerable adults to update their knowledge of Cyber 
Space; provide ground rules for ministries and activities in Cyber Space; encourage critical 
thinking among those ministered to for posting, reading, and seeing; encourage good sense 
and safety in Cyber Space; and, model appropriate Cyber Space behaviors. The dangers of 
direct access to age-inappropriate content, risky social contacts, intimidation, making threats, 
bullying, posting of remade and/or inappropriate photos, disclosure of information that could 
increase risks for abuse, and more in Cyber Space make Cyber Safety an important part of 
Safe Sanctuaries.  

What are the definitions for staff person, helper, employee, volunteer?  
Staff Person – a person engaged in ministry to children, youth, or vulnerable adults through the 
church who: has been screened and trained in Safe Sanctuaries practices; performs tasks 
specified in a mutually agreed upon job description; and, is accountable to a supervisor for work 
habits and products.  
Helper – a person engaged in ministry to children, youth, or vulnerable adults through the 
church who has been screened and trained in Safe Sanctuaries practices, but who works only in 
an assisting role under supervision of a staff person.  
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Employee – a person who works in ministry to children, youth, or vulnerable adults either as a 
staff person or a helper for compensation  
Volunteer – a person who works in ministry to children, youth, or vulnerable adults either as a 
staff person or a helper without compensation  
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Aldersgate United Methodist Church  
Screening Procedures/ Recruiting and Selecting  

Minimum Standard Policy and Procedures  

Every ministry of Aldersgate United Methodist Church that relates to children, youth, and vulnerable 
adults in its programming or oversight shall create procedures for implementing the church Safe 
Sanctuaries Policy. Administrative teams, ministries, and programs who give oversight to these ministries 
shall be responsible for implementing and monitoring the compliance of this minimum standard policy 
and its related procedures.  

1. Every ministry and/or program of Aldersgate United Methodist Church that relates to children, youth, 
or vulnerable adults shall have a Safe Sanctuaries Policy. These policies and procedures are required for 
all programs and/or ministries and shall include:  

a. Reasonable safety measures and procedures in the selection and recruitment of both paid and 
volunteer staff who come in contact with children, youth, and vulnerable adults, which shall include:  

- Written application (Appendix 2 and 3)  
- Experience and qualification for the position  
- Voluntary disclosure of past criminal history, allegations of criminal history, and driver history  
- Waiver of confidentiality allowing the church to secure the background checks necessary for the 
position being applied for  
- Listing of three non-related references. This list shall have complete contact information for all 
references. This portion of the application process is considered incomplete if full contact 
information for the references is not provided  
- An interview process  
- A completed background check using Pennsylvania Police Check and Child Abuse Check. 
Background checks need to be renewed every three years.  Copies of completed checks will be 
kept in the individuals file in the pastors office.  FBI fingerprinting will be required when 
required by state law. 
- A current driver’s license, registration, insurance, and completed Pennsylvania or state of 
residency, Driver History, when transporting children, youth, and vulnerable adults  
- Maintain active attendance (3 or more Sunday’s a month) at Aldersgate for at least six (6) 
months before being allowed to be in a supervisory role in children, youth, and vulnerable adult 
activities  
- Use of age - and developmentally-appropriate language in educating children, youth, and 
vulnerable adults regarding definitions of abuse and procedures for reporting  

b. All forms and reference reports shall be kept as a part of an applicant’s personnel file.  
c. There shall be a specific person designated to be responsible for reviewing and following up on 
each application prior to service. All applications and related forms must be completed.  
d. In the event that a reference follow-up is accomplished by phone, use of the Reference Check Form 
(Appendix 4) is recommended and should be included in the individual’s personnel file.  
e. All records shall be kept in a locked file within the Pastor’s Office. 
f. When the church is hosting an event for which the local community is responsible for chaperones, 
we recommend that all brochures and other written material contain language specifying these 
procedures as MINIMUM BASIC GUIDELINES for all adults serving as chaperones at the event.  
g. A method for reporting incidents of child, youth, and vulnerable adult abuse in accordance with the 
State Laws of Pennsylvania; the written guidelines of the Susquehanna Conference, and the written 
guidelines of the local United Methodist Church.  
h. Measures to deal with the safety, protection, and ongoing emotional support of those who may have 
been victimized.  
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i. Guidelines for communication with family members, the congregation, the district, the conference, 
and the public media.  
j.  All staff and volunteer files will be kept in a locked cabinet in the pastors office.  Access to this 
material will be available to: 
 a) The pastor 
 b) Child advocate 
 c) Chairperson of PPRC/SPRC 
 d) Church Council Chair person 
 e) District Superintendent 
 f) Conference representative 
k.  If a person is away from the church or ministry with children, youth, or young adults for longer 
then 6 months, new background checks and reference checks may be required. 

2. Persons responsible for implementing, monitoring, and reviewing local church polices include “but are 
not limited to”: pastor; representative of staff parish, representative of trustees, youth leader, children’s 
leader, nursery leader. It is recommended that this group be accountable to the Staff Parish Relations 
Committee for purposes of confidentiality.  

3. A copy of the policy shall be on file in the appropriate church office and available in each room that is 
utilized for children, youth, or vulnerable adult ministry or programs.  

4. The Trustees will provide a facility use agreement for outside groups that gives information about the 
Safe Sanctuaries polices for use by the group.  

5. Every Pastor and lay person who works with children, youth, or vulnerable adults shall:  
a. Submit to a background check at a minimum of once every three years. The church is responsible 
for this process and the report of the Pastors background check shall be included with Charge 
Conference reports.  
b. Safe Sanctuaries training is required of all pastors serving congregations within six months of their 
first appointment or assignment in the annual conference. The local church is responsible for this 
process, and the report of this background check shall be included with Charge Conference reports.  
c. Clergy and lay persons serving congregations are required to attend Safe Sanctuaries training 
events mandated by the conference every four years 
d.  Annual training regarding policy and signs of abuse will be taken by those working with children, 
youth, and vulnerable adults. 
e. Volunteers are encouraged to have Basic First Aid and CPR. 
e. All clergy and lay persons in leadership in a congregation will be encouraged by the district 
superintendent (DS) and Staff Parish Relations Committee (SPRC) to practice appropriate self-care.  
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Aldersgate United Methodist Church  
Supervision  

Every ministry or event of Aldersgate United Methodist Church that relates to children, youth, and 
vulnerable adults in its programming or oversight shall provide conscientious and intentional 
supervision. These procedures are designed to reduce the risk of abuse to the children, youth, or 
vulnerable adults, and to protect the staff persons and volunteers from unwarranted accusations. 
These are the MINIMUM standards, and each event may adopt more stringent requirements as 
necessary.  

1. Two-Adult Rule – Minimum supervisory standards will include the “Two-Adult Rule” The Two-
Adult Rule requires that no matter the size of the group, two unrelated adults (defined as two (2) 
adults not residing in the same household) shall be present with participants at all times. These adults 
shall have completed the screening process. One of the two adults may be a “roamer” who moves in 
and out of the rooms.  

2. Five-Years-Older Rule – Every adult responsible for supervision shall be at least 18 years of age 
and at least five (5) years older than the oldest child or youth event participant.  

3. No child or youth or vulnerable adult will be left unsupervised while attending an Aldersgate 
United Methodist Church-sponsored event.  

• In the event that child care/supervision services are not provided by the church for a church-
sponsored ministry or event (i.e. retreats, small groups, worship services, etc.) the parent or legal 
guardian shall be fully responsible for their child(ren)/youth(s)/vulnerable adult(s) during the 
event.  

• In the event that supervised programming for older youth/vulnerable adults is not provided by the 
church for any church-sponsored ministry or event (i.e. retreats, small groups, worship services, 
etc.), the parent or legal guardian shall be fully responsible for the supervision of their youth(s)/
vulnerable adult(s) during the event. Said child(ren)/youth(s)/vulnerable adult(s) shall remain in 
the presence of their parent or legal guardian, and at no time be left alone and unsupervised.  

• Should the parent or legal guardian arrange for their own child care/supervision of their 
child(ren)/youth(s)/vulnerable adult(s) for the church-sponsored ministry event to occur within 
the event facility, said child care/youth/vulnerable adult supervision shall be in compliance with 
the Safe Sanctuaries policies and procedures.  

• If parents/legal guardians refuse to comply with Safe Sanctuaries policies and procedures they 
and their child(ren)/youth(s)/vulnerable adult(s) will be asked to leave the event.  

4. All activities should occur in open view. Each room or space where activities involving children, 
youth or vulnerable adults occur shall have visibility from an interior hallway or a connecting room 
by means of a window, a door with an uncovered window, or an open door.  

5. For outdoor programs or programs which occur in non-traditional settings that makes 
supervision challenging, the staff person or volunteer in charge of the event shall take extra 
appropriate measures to make sure that the setting is free of obvious safety hazards and suits the 
event and that the children, youth, or vulnerable adult are properly supervised.  

6. Bathroom Needs. When possible, children will be encouraged to take care of their own bathroom 
needs, but should a child require assistance, the outer bathroom door will remain open while a Safe 
Sanctuaries certified volunteer assists the child, with an additional volunteer being present.  

• For younger children, assistance will be provided.  
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• For elementary-age children, assistance should be limited to unfastening and fastening clothing. 
If more assistance is needed, parental permission should be received in advance.  

• When accompanying a child to take care of his/her own bathroom needs, the Safe Sanctuaries 
certified volunteer will check the bathroom and stalls prior to the child entering the bathroom. 
Again, the outer bathroom door should be left open.  

• A non-certified volunteer should never provide assistance with bathroom needs. It is encouraged 
that with youth that there be a buddy system created to help insure safety.  

7. Event records for activities in which participants are outside of the direct supervision of their 
parents/legal guardians, shall require the following:  

a. Activity Registration, Parental/Legal Guardian Permission, and Signed Emergency 
Medical Release – including participant’s name, address, birthday, parent/legal guardian 
information, telephone number, emergency contact information, pertinent information about the 
participant (allergies, medications, special instructions, etc.), such as medical history and 
insurance information, are required. These forms will be maintained and secured in a designated 
folder by the staff person or volunteer in charge of the ministry or event.  
b. Off-Site Activities – Persons coordinating off-site events will assure every participant has 
completed the appropriate forms, and will take copies of these forms along on the event in a 
folder marked “Emergency Forms.”  
c. Accurate participation records shall be maintained for all church events or events involving 
children, youth, or vulnerable adults by the staff person or volunteer supervising the event. At a 
minimum, these records will list the date and hours of the event, its location, the names of the 
participants as they sign in and out of an event (including whether any were dismissed early and 
the times of such dismissals), and the names of all adults directly involved in the ministry or 
event, as well as any other helpers on site that day.  

8. Staff/Leader Supervision – the following minimum ratios will be maintained for on-site 
activities (in addition to the Two-Adult Rule – see #1, above) (for mixed ages use the youngest age 
ratio):  
a. Nursery through children two (2) years old – 1:4 (one adult to every four children)  
b. Children 3-4-years-old activities – 1:6 (one adult to every six children)  
c. Kindergarten-grade 6 – 1:8 (one adult to every eight children)  
d. Youth 7-12 grade – 1: 10 (one adult to every ten youth).  
e. Special Needs – 1:2 (one adult to every two persons).  
Note: Helpers are not included in computing the ratio.  

9. Media – Written permission must be obtained from a parent/legal guardian prior to posting photos 
of children, youth, or vulnerable adult on a website or in other public locations, and names will not 
be included. This permission may be obtained as part of the Event Registration forms (see 7a., 
above).  

10. If a participant requests to speak privately with an adult, the adult will ensure that the adult 
and the participant are visible to others while talking, even though they may not be heard.  

11. Off-Site and Overnight Events/Activities  
a. The following minimum ratios will be maintained for off-site events (in addition to the Two-
Adult Rule – see #1, above): In co-ed groups, remember to have both male and female adults 
present. Use the youngest age present when computing age ratios. 

i. Nursery through 4-years old – 1:3 (one adult to every three children)  
ii. Kindergarten through grade 6 – 1:5 (one adult to every five children)  
iii. Youth 7-12 grade – 1:8 (one adult to every eight youth).  

Adapted from Susquehanna 
Conference Policy 7/31/2013

 
Approved 2014



 Safe Sanctuaries �  of �11 56

iv. Special needs – 1:2 (one adult to every two persons).  
Note: Helpers are not included in computing the ratio.  

b. Advance notice will be given to parents/legal guardian prior to events, and will include: date, 
time, and location, the means of transportation, and a summary of activities and events. Specific 
parental/legal guardian approval for off-site / overnight events is required. Should details of an 
event’s start/end time change, (or other pertinent information change) the event’s coordinator is 
to have a plan for notifying parents/legal guardians. Changes in transportation plans should be 
communicated with parents as well.  

c. Events attended by child(ren)/youth(s)/vulnerable adults(s) of both genders must be adequately 
chaperoned by adults of both genders.  

d. All medications and medication instructions shall be given to a designated adult prior to the 
trip for disbursement as appropriate, and will be enclosed in its original container (including 
prescription medications). [Exception: Epipens and inhalers may be carried by child(ren)/
youth(s)/vulnerable adult(s), with the understanding that they will be secured and out of sight 
unless needed. Due to the nature of these medications, adult leaders will be aware that the 
child(ren)/youth(s)/vulnerable adult(s) is carrying medication, and will be familiar with how to 
use an Epipen in case of emergency]  

e. Appropriate buddy systems, check-in times, and appropriate male and female supervision need 
to be established for each ministry or event. The staff person or volunteer in charge of the 
ministry or event will assure the setting (and any equipment used) is appropriate for the event, 
and by implementing the above-named measures, will minimize risk of incident or injury to all 
participants. Events where direct adult supervision of child(ren)/youth(s)/vulnerable adult(s) is 
not feasible (e.g. Creation, amusement parks, youth rallies and other large-group public events) 
will, at the minimum, incorporate a 3-5-person buddy system and check-ins for all participants as 
part of appropriate adult supervision.  

f. Drivers to and from events must have completed the appropriate forms (see “Screening” 
section for details). Drivers must be a minimum of 25 years of age or older. If the Two-Adult 
Rule is not feasible to maintain, drivers will make reasonable effort to not transport less than two 
(2) participants at a time. Each vehicle should have a first aid kit, and one (1) seatbelt per 
occupant. Drivers will practice safe driving procedures such as assuring that all passengers 
remain properly secured throughout the trip, and by obeying all posted speed laws and 
regulations. The event’s coordinator should provide as necessary any appropriate maps, 
directions, and emergency contact numbers to each driver, as well as a communication plan for 
contacting assistance should an emergency arise.  

g. It is recommended that event coordinators attempt to secure at least one (1) adult with current 
certification in First Aid and CPR for each trip or event, and that all adult leadership participating 
in the trip or event is aware of such person(s).  

h. For overnight children/youth/vulnerable adult events:  
i. There will be separate sleeping areas for males and females.  

ii. At least one adult will be present in each sleeping area, and will be of the same gender as 
the children/youth/vulnerable adult in that area.  

iii. Sleeping areas should be pre-arranged by staff person or event coordinator prior to trip.  
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iv. Random and regular rounds may be conducted by two (2) adult leaders (of the opposite 
sex) throughout the nighttime sleeping hours of all sleeping areas.  

v. Separate shower and bathrooms facilities are highly encouraged. When separate facilities 
are not possible, procedures for use of the facility will be conveyed to all event participants 
by the staff person or ministry team leader.  

vi. If child/youth/vulnerable adults are found to be in violation of the Participation Covenant, 
the situation will be handled by the staff person or event coordinator as deemed appropriate. 
Said action may result in the parent(s)/legal guardian(s) of the participant being notified 
regardless of the time of day/night, and the participant maybe required to leave the event.  

vi. Adults must respect the privacy of children/youth/vulnerable adults, during such situations 
as changing, showering, etc., and should intrude only to the extent that health or safety may 
require. Adults must protect their own privacy in similar situations as well.  

i.  Automobile Insurance Coverage for Volunteers 

i. When a volunteer or employee drives their own care 
i. When  volunteers or employees drive their own vehicle on church sponsored events or 

other church business, the volunteer’s/employees own auto insurance is the sole source of 
protection for the volunteer/employe for liability, or for physical damage to their vehicle.  
The church insurance policy does not provide any coverage to the individual.  The 
following are the minimum recommended limits: 
i. $100,000/$300,000 Bodily Injury 
ii. $100,000 Property Damage 

ii. When the Church Leases a Vehicle 
i. When the church (in the churches name, not an individuals) leases a vehicle to travel 

to an event, the driver would be covered by the Conference Insurance Policy. 

ii. Moving Violations that will prevent a volunteer/employee from driving children/youth: 

i. Within Three (3) years: 
i. No more than 2 violations and/or accidents 
ii. No more than 3 vehicle related suspensions/reinstatements 

ii. Within Five (5) years: 
i. No DUI 
ii. No Reckless driving convictions 
iii. No felony driving convictions 

iii. Drivers with convictions for: 
i. Passing a school bus 
ii. Using an auto int he commission of a felony  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Aldersgate United Methodist Church  
Safe Sanctuaries Policies  

Internet Safety Recommendations  

The Internet and portable devices allow people to stay in contact with each other more easily than at 
any other time in the history of civilization. Some excellent ministry can take place using modern 
technology, but as with all forms of ministry, there are some inherent risks involved with the use of 
electronic communications. There is no such thing as privacy on the Internet. Consider anything and 
everything on the Internet as public information. Here are some recommendations.  

§ Obtain written parent/legal guardian permission.  
In addition to general permission to participate in a church ministry or event, obtain written 
advance parent/legal guardian permission for children and youth, and personal permission for 
vulnerable adults, in writing for:  

1. Taking and using photos of participants. Use includes, without limitation, posting on any 
websites, sending them in e-mail or by cell phone messages, making videos for any use or 
reproducing them in brochures, posters or newspapers.  
2. E-mailing, Instant Messaging (IM’ing), calling, texting, or sending data to a child, youth, 
or vulnerable adult by computer, PDA, or cell phone (keep in mind that "free" minutes and 
data plans vary tremendously even with the same carrier); and,  
3. The sharing of any full name or contact information.  

§ Never post easily identifiable information online.  
1. Do not use “broadcast” e-mails. Use the “Bcc” option (blind carbon copy) so that each 
recipient sees only his or her address when a message is received.  
2. Be cautious when transmitting easily identifiable information such as event dates, times, 
locations, or participants.  
3. Limit what is communicated in electronic prayer requests. When placing a child, youth, or 
vulnerable adult on an electronic prayer list, use only first names and only then if you think a 
name is necessary.  

§ Sharing photos electronically.  
1. Obtain permissions to use photos or other content (poems, songs, etc.). Keep in mind that 
intellectual property laws are not necessarily universal and can get rather complicated.  
2. Consider using stock or purchased photos.  
3. When posting photos, refrain from using names, and never use last names or identifiable 
information.  
4. Check photos for vulnerable/compromising situations and to make sure they uphold your 
mission. Check to make sure name-tags are not distinguishable.  
5. Use low-resolution photos whenever possible and slightly blur/pixilate photos.  
6. Block "save photo as" options on websites. (Ask a web savvy person for assistance.)  
7. Limit access to photos by employing the use of a password.  
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§ Social networking sites e.g. (MySpace, Facebook, 7Villages, Xanga, Friendster, Plaxo, 
etc.) and others.  

(Refrain from using personal social media presence for ministry. Use group social media site 
e.g. FaceBook site for the youth group)  

1. Restrict who can be a friend.  
2. Do not post anything to the social networking site that you would not want attached to 
your resume or printed in the church newsletter or bulletin. (The same goes for blogs.)  
3. Do not post inappropriate comments, photos, etc. and monitor and remove such 
material.  
4. Encourage children, youth, and vulnerable adults to follow these same guidelines.  
5. Consider including terms and conditions of use on the site advising that inappropriate 
content must not be posted and will be taken down etc.  

§ Limit individual communications with children, youth, and vulnerable adults and then 
only if you have obtained advance written parent/legal guardian permission.  

1. Conduct any communications in a professional manner. (Even though you may be a 
sounding board for a person having a bad day, the reverse is not true.)  
2. If abuse is divulged electronically, follow standard reporting procedures.  

§ Do not collect, or allow third parties to collect, personal information from children 
under the age of 13. See Children’s Online Privacy Protection Act (“COPPA”) and Federal 
Trade Commission Rules implementing COPPA (the "Rule").  

COPPA and the Rule require certain permissions and privacy policies if a website or online 
service, including a mobile app, collect, or allow third parties to collect, personal information 
from or about its users if the service is directed to:  

1. Children under the age of 13; or  
2. A general audience and the organization has actual knowledge that it collects personal 
information from children under 13.  

§ Do not give out passwords to church ministry accounts or any other accounts.  

§ The computer in the secretaries office will at all times have a password preventing log in.  The 
password will be known by the secretary, substitute secretary, pastor, and, if necessary, other 
approved individuals to limit access.  If it is determined that the security of the computer has been 
compromised the password will be changed. 

§ The churches wireless internet will also be password protected.  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Aldersgate United Methodist Church  
Responding To and Reporting Abuse  

Introduction  

 A quick, compassionate, and unified response to an alleged or actual incident of abuse is 
necessary and expected. All allegations are to be taken seriously. In all cases of reported or observed 
abuse in a ministry event, the entire staff of that event, paid and/or volunteer, shall be at the service 
of all official investigating agencies.  
 The goal of an immediate response to alleged or known incidents of abuse will be to ensure 
the safety of the victim and any additional potential victims. In all cases of alleged or actual abuse, 
professional support is obtained by informing the police, ChildLine and Abuse Registry, or other 
appropriate authorities. The legal parent/legal guardian of the victim will be notified unless they have 
been named as the alleged perpetrator of the abuse. Pastoral support is sought by informing the 
conference director of communications, district superintendent or advising pastor, as appropriate.  
 If the allegation or incident concerns events or persons outside any relationship to a church 
related event, it is the responsibility of the staff person in charge of the ministry event to make the 
initial contact with the ChildLine and Abuse Registry. The procedures outlined in this section will 
provide guidance for responses and reporting.  
 Example: Child, youth, or vulnerable adult telling a camp counselor about abuse by a 
relative during the prior year. If this report were made to the counselor in the course of his/her duties 
as a camp counselor, then an incident report should be filed with the camp’s dean to be given to the 
staff person in charge of the campsite immediately.  
 If the allegation is against or involves a church or conference staff person or volunteer, or if it 
occurred in the course of a church ministry event, the staff person in charge of the event, and the 
pastor of the church shall be contacted immediately to handle communications. Procedures for 
responding to and reporting the abuse are contained herein.  

The communications director of the Susquehanna Conference or his/her designee is the only 
person/s authorized to make statements to representatives of the media. All requests for 
statements shall be directed to the director of communications. Staff persons and volunteers are to be 
trained in how to handle media requests by referring them to the communications director.  

Who is a Mandatory Reporter:  Anyone who works with children/youth as an employee or 
volunteer.  Though anyone who observes or is confided in by a child or youth is strongly encouraged 
to report, even if they are not a mandatory reporter. 

How to respond to allegations of abuse while at a church event  
  
Care for the alleged victim’s safety.  
 Once a child, youth, or vulnerable adult has disclosed alleged abuse, the one to whom the 
disclosure has been made should reassure the alleged victim of a concern for his or her safety and 
well-being. The alleged victim (and any other potential victims if the abuse has allegedly taken place 
onsite) should be calmly moved to another safe place onsite in view of at least two other non-related 
adults. Someone safe and familiar should stay with the victim at all times.  
 Persons, who are the objects of the report, if on site, will be immediately and discreetly 
removed from the ministry setting (both the alleged abuser and the victim to separate locations) until 
the incident is resolved. This is to protect all persons involved, including the accused. The person to 
whom the disclosure was made should inform the victim in an age appropriate way that a report will 
be made.  
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 Should the victim be in need of immediate medical attention, a call should be made for 
medical transport by ambulance. If it is appropriate, the parents/legal guardians of any victim under 
the age of 18 should be notified. It may not be appropriate to contact the parents/legal guardians if 
they are the alleged perpetrators. In this case, the person designated as the reporter should be 
contacted and should handle contacting the parents/legal guardians when appropriate.  

Report the allegations of abuse.  
 The designated reporter will obtain the information needed for the filing of reports, including, 
but not limited to, the victim’s name and age, the name of the alleged perpetrator, the alleged facts of 
the abuse, and physical home addresses for the victim and the perpetrator. It is important to let the 
victim verbalize the allegations in his or her own words, being careful to limit questions asked of 
children or youth under the age of 18, or to vulnerable adults. If the victim is under age 18, a report 
should be made immediately to ChildLine at 1-800-932-0313. If the victim is older than 18, a report 
should be made to local law enforcement directly. It is the responsibility of the designated reporter to 
handle these matters in a professional and caring manner and to immediately notify the Conference 
Director of Communication, Director of Connectional Ministries, and the Dean of the Cabinet.  
 If the designated reporter is not available, then the person to whom the abuse was disclosed 
should immediately call the Conference Director of Communication, the Director of Connectional 
Ministry, and the Dean of the Cabinet. He or she should tell the office administrator or person 
answering the phone that this is a confidential emergency and that they need to speak directly with 
the person to whom they are reporting.  

Maintain confidentiality.  
 Allegations are to be discussed only on a need-to-know basis. The person or persons to whom 
the allegations were disclosed should immediately contact the person who has been designated as 
responsible for making reports, and should give the details to that person only. Other adult’s onsite 
should be alerted to stay with the alleged victim and other potential victims, but they do not need to 
know the allegations. Once the allegations have been reported to the designated reporter, the person 
to whom the allegations were made should not discuss the matter with other persons except law 
enforcement or designated state investigators. To do so could cause irreparable harm to the victims, 
their families, and the community.  

How to respond to known incidents of child abuse  
Care for the victim’s safety.  
 Once the abuse of a child, youth, or vulnerable adult has been discovered, the person who 
discovered the abuse should reassure the victim of a concern for his or her safety and well-being. The 
victim should discreetly be removed to another safe spot onsite in view of at least two other non-
related adults. Someone safe and familiar should stay with the victim at all times. Appropriate action 
should be taken to minimize risk for all other potential victims.  
 Persons who are the objects of the report will be immediately and discreetly removed from 
the ministry setting to a secure place until the incident is resolved. This is to protect all persons 
involved, including the accused.  
 The first response of the designated reporter, or in his/her absence, the person who discovered 
the abuse, is to contact ChildLine, if the victim is under 18, to report the incident. The designated 
reporter is to call law enforcement if the victim is over 18, to report the incident. The next step is to 
notify the parent/legal guardian of those under the age of 18 (unless alleged to have committed the 
abuse), the senior pastor, and the Safe Sanctuary representative.  
 The victim should be informed in an age appropriate way that a report is being made to Child 
Line and/or law enforcement. If the victim is able to assist in making the report, the person to whom 
the victim disclosed and another unrelated adult should go with the victim to the person onsite who is 
designated as responsible for making reports, or in the absence of that person, proceed to a quiet 
place where the report can be made by telephone.  
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 Should the victim be in need of immediate life-sustaining medical attention, a call should be 
made for medical transport by an ambulance first, and then the designated reporter should be 
notified. If the injuries are not life-threatening, the designated reporter should be notified 
immediately.  

Response Team.  
 As directed by the Office of the Bishop, the Conference Response Team may be called upon 
to assist in a situation.  

Report the incident of abuse. 
 The person responsible for making reports will obtain information needed for the filing of 
reports, including but not limited to, the victim’s name and age, the name of the alleged perpetrator, 
the alleged facts of the abuse, and physical home addresses for the victim and the perpetrator.  
It is important to let the victim verbalize the allegations in his or her own words, being careful to 
limit questions asked of children or youth under the age of 18, or to vulnerable adults. If the victim is 
under age 18, a report will be made as soon as possible to ChildLine at 1-800-932-0313. If the victim 
is older than 18, a report should be made to local law enforcement directly. It is the responsibility of 
the designated reporter to handle these matters in a professional and caring manner, and to 
immediately notify the senior pastor of Aldersgate United Methodist Church and the Safe Sanctuaries 
representative.  
 If the designated reporter is not available, then the person to whom the abuse was disclosed 
should immediately call the senior pastor of Aldersgate United Methodist Church or the Safe 
Sanctuaries Representative. He or she should tell the office administrator or person answering the 
phone that this is a confidential emergency and that they need to speak directly to whom they are 
reporting.  

Maintain confidentiality.  
 Allegations are to be discussed only on a need-to-know basis. The person or persons to whom 
the allegations were disclosed should immediately contact the person who has been designated as 
responsible for making reports, and should give the details to that person only. Other adult’s onsite 
should be alerted to stay with the alleged victim and other potential victims, but they do not need to 
know the allegations. Once the allegations have been reported to the designated reporter, the person 
to whom the allegations were made should not discuss the matter with other persons except law 
enforcement or designated state investigators. To do so could cause irreparable harm to the victims, 
their families and the community.  

How to answer inquiries (personal and media) about alleged or 
known incidents of child abuse.  

Confidentiality.  
 Allegations should never be discussed outside the investigation. This can cause irreparable 
harm to victims, their families, and the community. All inquiries or questions shall be referred to the 
conference director of communications.  

Appropriate emergency contacts.  
 All questions and inquiries must be referred to the appropriate district superintendent, who is 
authorized by the Susquehanna Conference of the United Methodist Church to activate the 
Conference Response Team. He or she should tell the office administrator or person answering the 
phone that this is a confidential emergency, and that they need to speak directly with the person they 
are reporting to.  

Handling calls and questions from the media.  
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 If a member of the media – newspaper, TV station, Radio station, Magazine – calls or 
approaches a staff member in person and asks about the situation, that staff member should get their 
name and phone number and respectfully tell them that the director of communications will get back 
to them with the answer as soon as possible. The following “hold response” can be used:  
“I want to make sure we give you the most accurate and up-to-date information. The Senior Pastor 
can best help you. If you give me your contact information, deadline and topic you are calling about, 
I will have them return your call as soon as possible.” or, “Here is the phone number/email of the 
Senior Pastor…”  

No staff person should answer any questions.  
 The staff person should be polite, but firm. A staff person should never simply tell a reporter, 
“No Comment,” as this response raises concern that the incident (alleged or known) is not being dealt 
with or taken seriously by the church. Nothing is assured to be “off the record” when talking to the 
media. A staff person should realize that any statement made to the media can be used publicly, even 
if the reporter says it is “off the record.”  

Adapted from Susquehanna 
Conference Policy 7/31/2013

 
Approved 2014



 Safe Sanctuaries �  of �19 56

Appendix 1 
Resources 
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Aldersgate United Methodist Church 
Resources 

Reporting 

Childline 1-800-932-0313                                                                                   

State Police- Mifflintown 1-717-320-1010                                                         

District Superintendent—Lori Steffensen 1-814-237-4365                                

Conference Office 1-717-766-7871                                                                    

Anne Horton— Director Camp & Retreat Ministry 1-717-766-7871  ext. 3603                 

Joni Robison— Trak-1 Administrator 1-717-766-7871 ext. 3601                                      

Conference Director of Communications 1-717-766-7871 ext. 3607                                 

Children and Youth Services for Juniata Co. 1-717-436-7707                             

 (emergency 717-436-7770                                                                                                  

Potential Abuse Counselors 

Cumberland Valley Couseling Associates 1-717-243-1511                                

Debbie N. Goldberg 1-717-827-4837                                                                  
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Appendix 2 
Volunteer Application  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Volunteer Application  
Aldersgate United Methodist Church  

Name ________________________________________________________________________ 
 Last       First     Middle 

Present address _________________________________________________________________  
City: _________________________________________State ______________ Zip __________  
Phone: ___________________________________ E-mail ______________________________  
Position applied for: __________________________________ 
Date you are available to start: _________________________ 
Are you over the age of 18?   Yes___ No ___  

Qualifications:  

Academic achievements: (Schools attended, degrees earned, dates of completion)  

Continuing education completed: (Courses taken, dates of completion) attach separate sheet if 
needed.  

School and Location Degree Received Dates

Courses Taken Dates Completed CEU’s Received
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Professional organizations: (List any in which you have membership)  

First aid training? Yes ______ No ______ Date Completed ______________________________  
CPR training? Yes _______ No ________ Date completed ______________________________  
AED training? Yes ________ No ________ Date completed _____________________________  
Sign Interpretation Training? Yes ________ No _________  

Other Trainings or Certifications 
____________________________________________________________  

Previous Work Experience: Please list your previous employers from the past five years. 
Include the job title, a description of position duties and responsibilities, the name of the 
company/employer, the address of company/employer, the name of your immediate supervisor, 
and the dates you were employed in each position.  

Previous Volunteer Experience: Please list any relevant volunteer positions you have held and 
list the duties you performed in each position, the name of your supervisor, the address and 
phone number of the volunteer organization, and the dates of your volunteer service.  

Have you ever been convicted of or pled guilty to a crime, either a misdemeanor or a felony 
(including but not limited to drug-related charges, child abuse, other crimes of violence, theft, or 
motor vehicle violations)? No _________ Yes __________  

If yes, give date, location, and explanation:  
______________________________________________________________________________
______________________________________________________________________________ 
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References: Please list three individuals who are not immediate family members or in the same 
residence. Please list people who have known you for at least three years.  If applicable, please 
include one professional reference. 

1. Name: ______________________________________________________________________  
Address: ______________________________________________________________________  
City: _________________________________ State: __________ Zip Code: _______________  
Daytime Phone: ___________________________Evening Phone: ________________________  
Length of time you have known reference: __________Relationship to reference: ____________ 

2. Name: ______________________________________________________________________  
Address: ______________________________________________________________________  
City: _________________________________ State: __________ Zip Code: _______________  
Daytime Phone: ___________________________Evening Phone: ________________________  
Length of time you have known reference: __________Relationship to reference: ____________  

3. Name: ______________________________________________________________________  
Address: ______________________________________________________________________  
City: _________________________________ State: __________ Zip Code: _______________  
Daytime Phone: ___________________________Evening Phone: ________________________  
Length of time you have known reference: __________Relationship to reference: ____________  

Waiver and Consent:  
I, ________________________________________, hereby certify that the information I have 
provided on this application is true and correct. I authorize Aldersgate United Methodist Church 
to verify the information I have provided on this application by contacting the references and 
employers I have listed, by conducting a criminal records check, or by other means, including 
contacting others whom I have not listed. I authorize the references and employers listed in this 
application to give you whatever information they may have regarding my character and fitness 
for the job for which I have applied.  
In the event that my application is accepted and I become employed as staff or volunteer by 
Aldersgate United Methodist Church, I agree to abide by and be bound by the policies of  
Aldersgate United Methodist Church and to refrain from inappropriate conduct in the 
performance of my duties on behalf of Aldersgate United Methodist Church.  
I have read this waiver and the entire application, and I am fully aware of its contents. I sign this 
consent freely and under no duress or coercion.  
_______________________________________________________  
Signature of Applicant Date  
_______________________________________________________  
Witness Date  
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Social Media Use Policy for Volunteers 

This policy is offered to provide official guidelines for social media use for all volunteers 
of Aldersgate United Methodist Church.  It is the expectation that all who participate in 
social media will understand and follow these guidelines. 

As a child of God, a member of the church universal, and as an volunteer of Aldersgate 
United Methodist church, I covenant and agree to use Facebook, Twitter, and other 
similar social media in ways that bring honor to God and show respect for myself and 
for all others who might view my posts. 

In particular, I covenant to (initial the space provided after you have read and agreed to 
each bulleted item): 

• Recognize and respect that my behaviors and actions online are also a reflection of 
how other Christians and people associated with Aldersgate United Methodist Church 
may be portrayed.  _______ 

• Recognize that all my posted words, images, and links are reflections on me 
individually, as a disciple of Jesus Christ, and as an volunteer of Aldersgate United 
Methodist Church.  Recognizing this, I will refrain from posting anything regarding 
inappropriate conduct, such as drugs or alcohol use or any items that contains 
profanity degrading humor of any kind, ethnic or racial slurs, personal insults, 
obscenity, vulgarity, nudity, or pornography.  ______ 

•Obey the laws governing defamation, discrimination, harassment, and copyright and 
fair use of proprietary or confidential information.  ______ 

•Work within my assigned ministry to establish appropriate boundaries especially as 
related to building relationships online with children, youth, parents, and other 
constituents of Aldersgate United Methodist Church.  ______ 

•Be very careful not to be a hinderance or cause harm to the staff, pastors, member, or 
ministries of Aldersgate United Methodist Church.  ______ 

•Speak respectfully in my online posts and communications of and to all persons; I will 
refrain from negative or disrespectful posts as well as posts on objectionable or 
inflammatory topics.  ______ 

•Respect confidentiality and personal privacy.  In the event I receive confidential or 
private information regarding a person or family involved in Aldersgate United 
Methodist Church, I will not disseminate that information without receiving direct 
express consent and permission to do so.  _____ 

•Respect differences, appreciate diversity of opinions, and speak and conduct myself in 
a professional and ethical manner at all times.  ______ 
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•Remember that everything I post online is discoverable and can be seen and shared 
for a very long time.  ______ 

•Seek advice from my ministry team leader or pastor before posting anything if I have 
even the smallest doubt about the reasonableness of the post.  ______ 

•Regularly monitor the amount of time I spend on social media, the ways in which I am 
utilizing social media, and its effects on my ministry and service in Christ’s name.  
______ 

Signed:  __________________________________________  Date:_______________ 

Printed:  ___________________________________________ 
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Covenant Statement 

The congregation of Aldersgate United Methodist Church is committed to providing a 

safe and secure environment for all children, youth, workers, and volunteers who 

participate in ministries and activities sponsored by the church.  The following policy 

statements reflect our congregation’s commitment to preserving this church as a holy 

place of safety and protection for all who would enter and as a place in which all people 

can experience the love of God through relationships with others. 

1.  No adult who has been convicted of child abuse (either sexual abuse, physical 

abuse, neglect, emotional abuse, or ritual abuse) should volunteer to work with 

children or youth in any church-sponsored activity. 

2. All adult volunteers involved with children or youth of our church must have been 

members of the congregation for at least six months before beginning a volunteer 

assignment. 

3. Adult volunteers with children and youth shall observe the “Two Adult Rule” at all 

times so that no adult is left alone with children or youth on a routine basis. 

4. Adult volunteers with children and youth shall attend regular training and educational 

events provided by the church to keep volunteers informed of church policies and 

state laws regarding child abuse. 

5. Adult volunteers shall immediately report to their supervisor any behavior that 

seems abusive or inappropriate. 

Initial your consent with the following statements: 

1.  As a volunteer in this congregation, do you agree to observe and abide by all 

church policies regarding working in ministries with children and youth?  _________ 
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2. As a volunteer in this congregation, do you agree to observe the “Two Adult Rule” at 

all times?  ______ 

3. As a volunteer in this congregation do you agree to abide by the “Six Month Rule” at 

all times?  ______ 

4. As a volunteer in this congregation, do you agree to participate in training and 

education events provided by the church related to your volunteer assignment?  

______ 

5. As a volunteer in this congregation, do you agree to promptly report abusive or 

inappropriate behavior to your supervisor(s) and/or pastor?  ________ 

6. As a volunteer int his congregation, do you agree to inform a minister of this church 

if you have ever been convicted of child abuse?  ______ 

I have read this COVENANT STATEMENT, and I agree to observe and abide by the 

policies set forth above. 

Signature of Applicant:  ___________________________________  Date:__________ 

Print:  ______________________________________ 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Appendix	  3	  
Employment	  Applica2on	  
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EMPLOYMENT	  APPLICATION	  	  
Aldersgate United Methodist Church  

Name:	  _______________________________________________________________________	  	  
	   Last	  	   	   	   	   	   First	  	   	   	   	   	   Middle	  	  
Are	  you	  over	  the	  age	  of	  18?	  ____	  Yes	  ____	  No	  	  
Present	  address:	  ________________________________________________________________	  	  
City:	  _________________________________	  State:	  _____________________	  Zip:	  __________	  	  
List	  previous	  address	  if	  less	  than	  five	  years	  (use	  other	  side	  to	  list	  addresses)	  	  
Home	  phone:	  _________________________E-‐mail	  Address	  _____________________________	  	  
What	  social	  networks	  are	  you	  currently	  using	  (list	  all)	  
______________________________________________________________________________
______________________________________________________________________________	  

PosiMon	  applied	  for:_____________________________________________________________	  	  

Date	  you	  are	  available	  to	  start:	  ____________________________________________________	  
QualificaMons:	  	  

Academic	  achievements:	  	  (schools	  aQended,	  degrees	  earned,	  dates	  of	  compleMon)	  

ConMnuing	  educaMon	  completed:	  	  (courses	  taken,	  dates	  of	  compleMon)	  

School and Location Degree Received Dates

Courses Taken Dates Completed CEU’s Received
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Professional	  organizaMons:	  	  (list	  any	  in	  which	  you	  have	  membership	  and	  dates	  of	  involvement)	  

First	  aid	  training?	  	  ___	  Yes	  	  	  	  ___	  No	  	  	  	  	   Dates	  completed	  ___________________________	  

CPR	  training?	  	  ___Yes	  	  ___No	  	   	   Dates	  Completed	  ___________________________	  

Previous	  Work	  Experience:	  Please	  list	  your	  previous	  employers	  from	  the	  past	  five	  years.	  Include	  
the	  job	  Mtle,	  a	  descripMon	  of	  posiMon	  duMes	  and	  responsibiliMes,	  the	  name	  of	  the	  company/
employer,	  the	  address	  of	  company/employer,	  the	  name	  of	  your	  immediate	  supervisor,	  and	  the	  
dates	  you	  were	  employed	  in	  each	  posiMon.	  	  

Previous	  Volunteer	  Experience:	  Please	  list	  any	  relevant	  volunteer	  posiMons	  you	  have	  held	  and	  
list	  the	  duMes	  you	  performed	  in	  each	  posiMon,	  the	  name	  of	  your	  supervisor,	  the	  address	  and	  
phone	  number	  of	  the	  volunteer	  organizaMon,	  and	  the	  dates	  of	  your	  volunteer	  service.	  	  

Employer Location Position Dates of 
Employment

Supervisor

Organization Location Position Dates Involved Supervisor
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Have	  you	  ever	  been	  convicted	  of	  or	  pled	  guilty	  to	  a	  crime,	  either	  a	  misdemeanor	  or	  a	  felony	  
(including	  but	  not	  limited	  to	  drug-‐related	  charges,	  child	  abuse,	  other	  crimes	  of	  violence,	  the[,	  
or	  motor	  vehicle	  violaMons)?	  ____	  No	  ____	  Yes	  	  

If	  yes,	  please	  explain:	  	  
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________	  

We	  also	  require	  a	  PA	  Criminal	  Background	  check	  and	  Child	  Abuse	  check	  to	  be	  provided	  prior	  to	  
employment	  or	  the	  compleMon	  of	  Trak-‐1	  Clearance.	  
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References: Please list three individuals who are not immediate family members or in the same 
residence. Please list people who have known you for at least three years.  Please limit references 
to only 1 friend/non-professional reference.    

*Name: _______________________________________________________________________  
Address: ______________________________________________________________________  
City: _________________________________ State: __________ Zip Code: _______________  
Daytime Phone: ___________________________Evening Phone: ________________________  
Length of time you have known reference: __________Relationship to reference: ____________  

*Name: _______________________________________________________________________  
Address: ______________________________________________________________________  
City: _________________________________ State: __________ Zip Code: _______________  
Daytime Phone: ___________________________Evening Phone: ________________________  
Length of time you have known reference: __________Relationship to reference: ____________  

*Name: _______________________________________________________________________  
Address: ______________________________________________________________________  
City: _________________________________ State: __________ Zip Code: _______________  
Daytime Phone: ___________________________Evening Phone: ________________________  
Length of time you have known reference: __________Relationship to reference: ____________  

Waiver and Consent:  
I, ________________________________________, hereby certify that the information I have 
provided on this application is true and correct. I authorize Aldersgate United Methodist Church 
to verify the information I have provided on this application by contacting the references and 
employers I have listed, by conducting a criminal records check, or by other means, including 
contacting others whom I have not listed. I authorize the references and employers listed in this 
application to give you whatever information they may have regarding my character and fitness 
for the job for which I have applied.  
In the event that my application is accepted and I become employed as staff or volunteer by 
Aldersgate United Methodist Church, I agree to abide by and be bound by the policies of t 
Aldersgate United Methodist Church and to refrain from inappropriate conduct in the 
performance of my duties on behalf of Aldersgate United Methodist Church.  
I have read this waiver and the entire application, and I am fully aware of its contents. I sign this 
consent freely and under no duress or coercion.  

_______________________________________________________________________  
Signature of Applicant         Date  
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Social Media Use Policy for Employees 

This policy is offered to provide official guidelines for social media use for all employees 
of Aldersgate United Methodist Church.  It is the expectation that all who participate in 
social media will understand and follow these guidelines. 

As a child of God, a member of the church universal, and as an employee of Aldersgate 
United Methodist church, I covenant and agree to use Facebook, Twitter, and other 
similar social media in ways that bring honor to God and show respect for myself and 
for all others who might view my posts. 

In particular, I covenant to (initial the space provided after you have read and agreed to 
each bulleted item): 

• Recognize and respect that my behaviors and actions online are also a reflection of 
how other Christians and people associated with Aldersgate United Methodist Church 
may be portrayed.  _______ 

• Recognize that all my posted words, images, and links are reflections on me 
individually, as a disciple of Jesus Christ, and as an employee of Aldersgate United 
Methodist Church.  Recognizing this, I will refrain from posting anything regarding 
inappropriate conduct, such as drugs or alcohol use or any items that contains 
profanity degrading humor of any kind, ethnic or racial slurs, personal insults, 
obscenity, vulgarity, nudity, or pornography.  ______ 

• Obey the laws governing defamation, discrimination, harassment, and copyright and 
fair use of proprietary or confidential information.  ______ 

• Work within my assigned ministry to establish appropriate boundaries especially as 
related to building relationships online with children, youth, parents, and other 
constituents of Aldersgate United Methodist Church.  ______ 

• Be very careful not to be a hinderance or cause harm to the staff, pastors, member, or 
ministries of Aldersgate United Methodist Church.  ______ 

• Speak respectfully in my online posts and communications of and to all persons; I will 
refrain from negative or disrespectful posts as well as posts on objectionable or 
inflammatory topics.  ______ 

• Respect confidentiality and personal privacy.  In the event I receive confidential or 
private information regarding a person or family involved in Aldersgate United 
Methodist Church, I will not disseminate that information without receiving direct 
express consent and permission to do so.  _____ 

• Respect differences, appreciate diversity of opinions, and speak and conduct myself in 
a professional and ethical manner at all times.  ______ 
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• Remember that everything I post online is discoverable and can be seen and shared 
for a very long time.  ______ 

• Seek advice from my ministry team leader or pastor before posting anything if I have 
even the smallest doubt about the reasonableness of the post.  ______ 

• Regularly monitor the amount of time I spend on social media, the ways in which I am 
utilizing social media, and its effects on my ministry and service in Christ’s name.  
______ 

Signed:  __________________________________________  Date:_______________ 

Printed:  ___________________________________________ 
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Appendix 4 
Reference Check List 
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 Telephone Reference Check List  
References should be checked after the interview.  

Name of Applicant____________________________________________  

Person Contacted_______________________________ City/State________________  

Company_______________________________________Telephone_______________  

I would like to verify some of the information given to us by __________________, who 

is  Applying for a position with Aldersgate United Methodist Church in Mifflintown, PA. 

Note: Questions must be job related. Responses should be documented information.  

1.  What were the dates of his/ her employment with you?  

2.  What was the nature of his/her job (description of duties and responsibilities)?  

3.  Did he/she have any supervisory responsibility?  

4.  How did he/she get along with others?  

5.  How would you describe his/her performance?  

6.  What are his/her strong and weak points?  

7.  Could you comment on his/her attendance, dependability, ability to take on   

 responsibility, potential for advancement, degree of supervision needed, and any  

 difficulties that interfered with his/her work?  

8.  What job progress did he/she make?  

9.  Why did he/she leave your company?  

10.  Would you rehire him/her? If not, why not?  

11.  If you experienced any difficulties, were they discussed with the employee? Was  

 there improvement?  

Signature_________________________________ 

Date____________________________________  
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Appendix 5 
Accident Report Form 
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Accident Report Form 
(Please print all information.) 

Date of accident:  ____________________________  Time of accident:  ____________ 

Name of child/youth injured:  ______________________________________________ 

Address of the child/youth:  _______________________________________________ 

_____________________________________________________________________ 

Location of accident:  ____________________________________________________ 

Parent or Guardian:  _____________________________________________________ 

Name of Person(s) who witnessed the accident:   

Name:  _______________________________________  Phone:  _________________ 

Name:  _______________________________________  Phone:  _________________ 

Name:  _______________________________________  Phone:  _________________ 

Describe the Accident: 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

Signed:  __________________________________________ (Accident Reporter) 

Date:  ________________ 
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Appendix 6 
Report of Suspected Child Abuse 
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Appendix 7 
Church Usage  and  

Pavilion Usage Forms 
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Aldersgate United Methodist Church
Mifflintown, PA

FACILITY USE REQUEST FORM

Please return completed form to the church office as far in advance of date requested
as possible to confirm your reservation. Your date is not reserved until this form is 
submitted.

1. Name of Individual or Group:  ____________________________________________ 

TODAY’S Date:____________________

2. Address: ___________________________________________________________

Phone #: ________________________

3. Date(s) Requested: ____________________________ 

If recurring - Start date: _________ End date: _________

4. Time of day: Begin: ___________________ End: ___________________

5. Member or regular attendee who will be present, if applicable: 

______________________________________________________________________

6. I have access to the building (key).   Yes or No (Circle one)

I will need access to the building.  Yes or No (Circle One

7. Facilities needed (please circle all rooms you would like to use):

Sanctuary Chapel Room Fellowship Hall                                                    

Upstairs Classroom Kitchen Other_______________                                              

Downstairs Classroom(s) _____ How many? _______ 

8. Equipment needed:

TV/VCR/DVD High chairs Coffee Pot(s) Ovens                                   
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Roasters Paper products (there will be a nominal fee to replace used                 

items)

There will be a fee for the following services ($25/hr; 1 hour minimum charge; 

additional charges may be assessed by the pastor or Sound Tech):

Sound System Projector & Screen in Sanctuary             

9. Custodial Services must be discussed with the Pastor and/or custodian to determine 

need.  There will be a base fee of $25/hr (minimum 1 hour).  An estimate will be done to 

determine the cost of cleaning based on rooms used and activity to be held.

10.  Please explain activity to be held: 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

11.  Estimated number of people involved: ____________________________________

12.  If there are children or youth present at your event you must be in compliance with 

the church’s Safe Sanctuaries policy.  See brochure to make sure you are in 

compliance.  A complete policy is located in the church office.

The person/organization requesting the use of Aldersgate United Methodist 

Church facilities hereby absolves the church, its pastors, leadership, members, 

or people of any liability for personal injury to any individual resulting from the 

use of the church facilities and agrees to be responsible for any property damage 

that results during the use of the facilities. Please report any damage to the 

church office promptly at 717-436-6750 or the church janitor (Ryan) 717-363-0588.  

Call the church janitor when your event is complete.
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Signed:  ____________________________________________ Date: _____________

*The group or individual using the facility is responsible for set up, clean up, and return 

to normal set up of the facility.  (See “Responsibilities after Building Use”)

For office use only:

Approved by: ________________________________ Date: __________________

CC:___ (Custodian) ___ (Office) ___ (Building) ___ (Ministry Coordinator) ___ (Other)

Responsibilities after Building Use

Please note that it is the responsibility of the group or individual using the facility to set 

up, clean up and return the facility to normal setup after the approved event or activity 

unless other arrangements have been made.

1. Collect all garbage into bags and bring it out to the dumpster located in the parking 

lot.

2. Wipe off tables. If stains occur please notify office so correct cleaning solutions can 

be used to remove stains.

3. Return all tables, chairs, easels, and other equipment to their proper places after your 

event. Return all rooms used to their normal set up.

4. If using the kitchen, please wash and dry all dishes used and return them to the 

correct cupboard. Take all extra food and beverage with you unless specific plans for 

usage have been made. Wipe counters and leave kitchen clean and ready for the next 

use.
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5. Sweep floors and mop as needed. 

6.  Report any damage to equipment or property promptly to the church office, or the 

church janitor.

7. Remove any items put up on the walls or set out in connection with your event.

8. If the building is not in use when finished, please check that all doors are locked, 

windows are closed, and lights are off. Then lock exterior doors.

*Washcloths, towels, a broom, a dustpan, etc. are located in the kitchen. Please return 

these to the kitchen when you are done using them. 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Aldersgate United Methodist Church 
109 North Third St. 

Mifflintown PA  17059 
717-436-6750 

PAVILION POLICIES 

The purpose of the Aldersgate United Methodist Church pavilion, grounds and equipment is to 
serve its membership, its neighborhood and the community and to provide the maximum use for 
the greatest service.  These policies are authorized and published in order that all might know the 
conditions governing the use of our facilities and equipment. 

SCOPE: 
The use of the building, grounds and equipment shall further the church’s mission. 

PROCEDURE: 
• Application for the use of the church facility must be made through the church     

administrative secretary. 
• The church administrative secretary clears the time and date for use of the facility.     
• All meetings and events not on the official church calendar are considered unscheduled.     
• Once application is approved, all building use donations are due at this time.     

RULES AND REGULATIONS: 
• Public use of the pavilion is encouraged; however, reservations will have first right of use     

before casual walk-ons.  (Notification of reserved events shall be posted at property.) 
• All trash or garbage shall be removed by person/group using facility.     
• The use of grills under the pavilion is prohibited.     
• No tacks, nails, tape or other materials which will deface church property shall be used.     
• No church property is to leave the building.     
• All equipment is to be used for its intended purpose.     
• All local and state ordinances and laws must be observed.     
• Smoking is not allowed in, or around, the pavilion area.  If smoking occurs in other areas,     

please dispose of butts properly. 
• No alcoholic beverages are allowed on the premises.     
• Clean tables and floor.     
• All groups, families, or individuals who reserves the pavilion and church owned land for     

any purpose will observe the church’s Safe Sanctuary policy.  A brochure outlining the 
policy and the entire policy is available on the church website as well as physical copies 
in the church. 
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Aldersgate United Methodist Church
109 North Third St.

Mifflintown PA 17059
717-436-6750

PAVILION USE REQUEST FORM

Date(s) Requested:  ___________________________________________________________________

Start Time:  _______________________________ End Time:  _________________________________

Group Name: ________________________________________________________________________

Responsible Person: __________________________________________________________________

Phone (Home):  ______________________________________________________________________

Phone (Cell):  ________________________________________________________________________

E-Mail Address: ______________________________________________________________________

Address: ____________________________________________________________________________

  ____________________________________________________________________________

Size of Group:  _______________________________________________________________________

Reason for Request:  __________________________________________________________________

I hereby certify that I represent the above-named organization and that I have read and
understand the rules stated for the use of this church property.

Signed: ____________________________________________________________ Date: ____________

Request Received By: ________________________________________________  Date: ____________

Donation Received By: ________________________________________________ Date: ____________

Donation Amount: _____________________________________________________________________
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Appendix 8 
Safe Sanctuaries Brochure 
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Appendix 9 
Miscellaneous Forms 
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Social Media Use Policy for Children and Youth 

This policy is offered to provide official guidelines for social media use for all Children and Youth 
of Aldersgate United Methodist Church.  It is the expectation that all who participate in social 
media will understand and follow these guidelines. 

As a child of God, a member of the church universal, and as an child or youth of Aldersgate 
United Methodist church, I covenant and agree to use Facebook, Twitter, and other similar 
social media in ways that bring honor to God and show respect for myself and for all others who 
might view my posts. 

In particular, I covenant to (initial the space provided after you have read and agreed to each 
bulleted item): 

• Recognize and respect that my behaviors and actions online are also a reflection of how other 
Christians and people associated with Aldersgate United Methodist Church may be portrayed.  
_______ 

• Recognize that all my posted words, images, and links are reflections on me individually, as a 
disciple of Jesus Christ.  Recognizing this, I will refrain from posting anything regarding 
inappropriate conduct, such as drugs or alcohol use or any items that contains profanity 
degrading humor of any kind, ethnic or racial slurs, personal insults, obscenity, vulgarity, 
nudity, or pornography.  ______ 

•Obey the laws governing defamation, discrimination, harassment, and copyright and fair use of 
proprietary or confidential information.  ______ 

•Be very careful not to be a hinderance or cause harm to the staff, pastors, member, or 
ministries of Aldersgate United Methodist Church.  ______ 

•Speak respectfully in my online posts and communications of and to all persons; I will refrain 
from negative or disrespectful posts as well as posts on objectionable or inflammatory topics.  
______ 

•Respect differences, appreciate diversity of opinions, and speak and conduct myself in a 
professional and ethical manner at all times.  ______ 

•Remember that everything I post online is discoverable and can be seen and shared for a very 
long time.  ______ 

•Regularly monitor the amount of time I spend on social media, the ways in which I am utilizing 
social media, and its effects on my ministry and service in Christ’s name.  ______ 

Signed:  __________________________________________  Date:_______________ 

Printed:  ___________________________________________ 

Signed:  _________________________________________ (Parent or Legal Guardian) 

Printed:  _________________________________________ Date: ________________ 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Authorization Form for Photo and Video Usage 

I, ______________________________(printed name of legal parent or guardian), 
authorize Aldersgate United Methodist Church to (please initial in the space provided 
after each bulleted item that you authorize): 

• take pictures of my child to be posted inside the church.  ______ 

• take pictures of my child for use in printed publications and on the church’s website 
and social media accounts.  ______ 

• include my child in videos that will be used for internal church purposes only (worship, 
internal communications and invitation).  ______ 

• include my child in videos that will be used on the church’s website, social media, and 
YouTube accounts.  ______ 

Child or Youths name:  _________________________________________________ 

Signed:  ________________________________________(parent or legal guardian) 

Printed:  ________________________________________  Date:  ______________ 

(To be kept in the Child’s file.) 
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Media Procedures for Church Staff 

Handling Telephone calls from Reporters 
• Take a written message (don’t transfer to voice mail without taking message) 
• Get reporter’s name, media outlet, direct phone number, and deadline. 
• Ask for topic of story 
• Explain that a church spokesperson will return call 
• Don’t answer questions yourself 
• Be polite, but firm 
• Keep a log or written record of media calls 

“Hold Response” 
“I want to make sure we give you the most accurate and up-to-date information.  Our 
(conference communicator) or (pastor) or (appropriate indvidual) can best help you.  If 
you give me your contact information, deadline, and topic that you’re calling about, I’ll 
have that person return you call as soon as possible.” 

Handling Reporters On-site 
• Refer questions to pastor, conference communicator, or district superintendent 
• Again, be firm but polite 
• Do not communicate in any way your personal opinion 
• Don’t make any attempt to speak “off the record.” 
• Don’t ever respond with “no comment” 

Handling Causal Conversation or Questions about Crisis 
• Don’t speculate, repeat unconfirmed information or express personal opinions 
• Don’t feel that you are obligated to answer questions 
• Do respond with a brief, positive, general statement 

Contact Information for Conference Director of Communications: 
 Jerry Wolgemuth 
  Office:  800-874-8474 
  Mobile: 717-903-5881
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