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LEADING WITH CARE 
 

Guidelines for ensuring a climate of safety for children, youth and vulnerable adults at St. Paul’s 

Leaskdale Church 

 

INTRODUCTION 

St. Paul’s Leaskdale (SPL) is committed to creating safe places for people to hear the message of 

Jesus. This means providing safe environments for all persons, including children, youth, 

vulnerable adults, and those who minister to and with them. We recognize that we are a 

reflection of God’s love to those in our care and we take our responsibility to them seriously. 

St. Paul’s Leaskdale maintains a policy of zero-tolerance for abuse, harassment, or neglect. All 

staff and volunteers who teach, care for, have access to, or have positions of trust with children, 

youths, and/or vulnerable persons within St. Paul’s Leaskdale are required to follow the 

guidelines and procedures as defined in this document. These guidelines are designed to 

prioritize the safety of children, youths, and volunteers with the goal of making all programs 

and activities as safe as is reasonably possible. 

These guidelines apply to all activities and events of St. Paul’s Leaskdale, whether taking place 

on the church property or off-site.  

The St. Paul’s Leaskdale Leading With Care Guidelines have been developed based on the 

Leading With Care Policy of the Presbyterian Church in Canada. 

  

https://presbyterian.ca/leading-with-care/


DEFINITIONS 

Vulnerable people: adults with physical or mental disabilities and anyone younger than 18. 

Minor: technically any person under the age of 18. Sometimes it is helpful to distinguish 

between children <12 and youth ages 12-17 (or Gr. 7-12). 

Ministry leader: anyone (volunteer or paid) who is working with children and/or youths. 

Parent: the natural mother or father or legal guardian who has custody of the child and/or 

youth. 

Program or Ministries for Minors: includes all programs offered under the auspices of our 

church for infants, children and youth as defined above regardless of location. 

Abuse: physical, sexual, emotional, or neglect. All abuse involves the misuse of power, when 

people take advantage of the authority or power they have over vulnerable people.  

Physical abuse: includes any non-accidental action that causes or could cause physical harm to 

a child/youth such as hitting, shaking, or the unreasonable use of force to restrain a child/youth. 

Sexual abuse: includes using a child/youth for sexual purposes such as through sexual contact, 

inappropriate exposure to sexual activity or material, or exploitation through prostitution and 

related activities. 

Emotional maltreatment: includes behaviours that harm a child’s/youth’s development or 

sense of self-worth such as humiliation, rejection or withholding love or support. Witnessing or 

exposure to domestic violence is considered a form of emotional maltreatment under some 

legislation. 

Neglect: includes the failure of a parent/guardian or caregiver to provide a child’s/youth’s basic 

needs such as for food, education, healthcare or supervision. 

Harassment: persistently and wrongfully badgering a person with annoying, offensive, or 

troubling behaviour. 

Improper discipline: any physical punishment, verbal or emotional abuse, or neglect. Corporal 

punishment is absolutely prohibited. 

  



ACCOUNTABILITY 

Our Executive Director is the primary contact to handle allegations of abuse as they are 

reported, including communications with the police. 

The Lead Pastor or designate will be the only representative of St. Paul’s Leaskdale to 

communicate with the media. 

The Ministry Co-ordinator will solicit criminal records searches and maintain a master list of 

individuals accepted for children/youth ministry at St. Paul’s Leaskdale. Confirmation will be 

obtained that the Leading With Care’ policy has been read and understood by each individual. 

All related documents stored will be stored securely in perpetuity in a central registry file.  

 

VULNERABLE PEOPLE GUIDELINES 

Screening, Recruiting, and Training 

All workers, paid staff, and volunteers, serving in children’s/youth ministries will be required to:  

● Be screened by the Ministry area Lead 
● Submit confirmation that the ‘Leading With Care’ policy has been read and understood. 
● Request and submit a Vulnerable Sector Check from their local Police Department. Only 

minors under 18 years are exempt from a vulnerable sector check.  
 

All paid staff not involved in working with minors will submit to a screening process as 
prescribed by the Elders.  This process will include vulnerable sector checks, for their own 
and the church’s protection. 
         
Individuals with a known history of having committed abuse as defined in this document will 
not be permitted to work with all vulnerable people. 

  



 

Staffing, Supervision, Security & Identification 

● SPL adheres to the “Two-person” rule, in which two individuals (one individual aged 18 

years or over) are to be present during any children’s/youth’s ministry program.   

● All classrooms, offices, and hallways where children and/or youths are permitted have 

windows, or doors with windows, allowing for easy viewing by parents and 

supervisors.  Sight lines through these windows are to remain unobstructed at all 

times.  All storage and utility areas are to be kept locked and made accessible only to 

those who have a need for access.  

● All those serving in Nursery, Little Blessings, and KidZone programs must wear name 

tags provided by the church or approved team apparel, which identifies them with the 

ministry or program. 

● Security precautions are to be taken for all children admitted to Nursery, Little Blessings 

and KidZone programs.  Children must be signed in and signed out only to those 

authorized by the parent(s).  Doors are to be supervised to ensure children are not able 

to exit alone and/or cannot be taken from the room without the adult worker’s 

awareness. 

● Names and addresses of parents and children/youths, the name(s) of any alternate 

approved by the parent, and any special concern (e.g., allergies) will be carefully 

maintained by the KidZone Co-ordinator. 

● The names, addresses, and phone numbers of parents and children/youths must be 

carefully maintained in our church database. Ministry leaders must ensure current 

information is submitted to the office. 

● Supervision of all programs/events will be maintained before and after the program or 

event until all children are in the custody of their parents or legal guardians.  

● Parents/guardians are not to enter the classroom when picking up their child unless 

requested to do so. This better enables the volunteers/staff to maintain order and 

provide the level of security that parents/guardians should expect. 

● Parents/guardians of children must not leave the church premise while their child is 

involved in SPL programs unless written consent has been given by ministry staff. 

Parents/guardians are required to leave a phone number in case of emergency. 

● Attendance of both children/youths and ministry leaders (including first and last names) 

and visiting adults will be taken in each room each time a program is in session. This 

includes all events and retreats. These records will be kept on file permanently. 

● Workers are to avoid one-on-one situations with children/youths, except in parentally 

pre-approved counselling situations where the adult has a legitimate reason to be alone 

with a child/youth. 



● In counselling situations, a second adult should be in the immediate area with the door 

open to the counselling room.  

Special Needs 

Volunteers and Staff will be aware of persons who have language or literacy barriers, mobility 

issues, or other challenges that contribute to their vulnerability (physical, psychological, 

situational). Parents will be invited to partner with SPL ministry leaders to identify ways to 

minister more effectively to their children with any special needs.  

Ratios/Age Expectations 

● Parents are not always known to the volunteer, and therefore, it is important to have at 

least one volunteer who is 18 years of age or older.   

● There is to be a minimum of two workers, one of whom must be 18 years or older, in any 

room with nursery, pre-school and elementary children, except in the event of an 

emergency.  

o During activities when the adjacent areas are in use, a room may be staffed with 

two workers, one of whom must be an adult 18 years or older. The other may be a 

youth 16 years or older. 

o During activities when the adjacent areas are not in use, a room should be staffed 

with a minimum of three workers, of which at least one must be an adult 18 years 

or older. The other two may be youth 16 years or older. 

If Childcare is provided in a different location other than St. Paul’s Leaskdale (ie a Small 

Group/Home Church meeting): 

● Sunday morning requirements for KidZone must be followed. 

● Standard permission forms will be signed by parents and submitted to SPL offices for all 

offsite gatherings. 

 

  



SPECIAL EVENTS & TRANSPORTATION 

● Activities conducted away from the church property are to be pre-approved by the 

Executive Director, to ensure that potential risks have been addressed. 

● All trips and outings must be supervised by a minimum of two approved adult 

volunteers/workers. 

● Overnight events require a minimum ratio of 1 approved adult worker for every 5 

children and/or youths with a minimum of 2 workers at all times. 

● Approval, parental notification, supervision and appropriate staffing ratios are required. 

A minimum of 2 adults always supervising. (A 2:8 ideal, or 2:10 maximum, adult to 

children and/or youth ratio will be maintained for the event. A 2:5 ratio is required for 

overnight events.) 

● Each worker will have an assigned group of children and/or youths for whom they will be 

responsible for the duration of the event.   

● Leaders must ensure that the group stays together and no worker or child and/or youth 

is in an unsupervised one-on-one situation. 

● Transportation, to and from programs, will be provided by the parent(s).  If a church 

worker must provide transportation for a child and/or youth, one-on-one child/youth to 

adult ratios are to be avoided. 

● While on youth retreats and extended overnight trips, leaders will strive to not be alone 

with youths. However, we recognize it is not always possible for two leaders to be 

present in every situation. 

o The rule of three: When two leaders cannot be present, leaders will not be alone 

with a single youth, but will ensure two or more youths are present, to ensure 

there are always at least three people. 

o If one-on-one conversations are needed between youths and leaders, these 

conversations will occur in public spaces. 

o Between the hours of 11pm and 6am, no leader will be alone in a cabin without 

another security-cleared leader present.  

o Youth medications will be kept in the possession of the youth and leaders will not 

administer medications. In special circumstances, youth medications may be 

looked after (but not administered) by a ministry leader only after discussion with 

parents. When needed, over the counter medications will only be given to youths 

by a designated first aid person after permission from parent/guardian. Verbal 

permission must be documented by the ministry leader. 

● For extended international trips, a Leading With Care addendum may be made, with 

written permission/consent by the parent/guardian. 



PROPER DISPLAY OF AFFECTION 

Touch is an essential responsibility in nurturing lives.  Volunteers need to be aware of, and 

sensitive to, differences in sexual development, cultural differences, family backgrounds, 

individual personalities, and special needs.  Physical contact with children must be age and 

developmentally appropriate.  The following guidelines are recommended as pure, genuine, and 

positive displays of God’s love: 

Appropriate Touch 

Love and caring can be expressed in the following appropriate ways, by: 

● Bending down to the child’s eye level and speaking kindly; listening to him or her 
carefully.  

● Taking a child’s hand and leading him or her to an activity. 

● Putting an arm around the shoulder of a child who needs quieting or comforting. 

● Taking both child’s hands as you say, “You did such a good job!” (or “I’m so glad to see 
you.  We’ve missed you!” etc.) 

● Patting a child on the head, hand, shoulder, or back to affirm him or her.  

● Holding a child by the shoulders or hand to keep his or her attention while you redirect 
the child’s behavior. 

● Holding a preschool child who is crying. 

 

Inappropriate Touch   

The following behaviours must be avoided: 

● Touching a child in any area that would be covered by a bathing suit. 

● Carrying older children or having them sit on your lap. 

● Being alone with a child. 

● Prolonged physical contact, hug, kisses, or piggyback rides. 

● Any suggestive contact. 

● Any physical contact of any kind that is done for the pleasure or satisfaction of the 
care provider. 

● Any touching used to express power or control over a child/youth. 

  



DISCIPLINE AND CLASSROOM MANAGEMENT 

Discipline is not something you do to a child.  It is something you do for a child.  The word 

discipline does not mean punishment.  It comes from the root word disciple, which means 

training that molds character, behavior and values.  Rather than seeking to merely maintain 

control or keep children quiet, our goal in managing children’s behavior should be to shape their 

character in such a way that they will become disciples. 

General Guidelines 

● Every ministry involving children should have clearly defined rules and discipline 

procedures.  Children may help establish some rules; youths should be involved in 

setting rules for their groups/classes. 

● Children and parents should be made aware of established rules and discipline 

procedures.  

● Ongoing problems in discipline are to be brought to the attention of the ministry 

coordinator first, and then to the Executive Director.  

Preventative Discipline 

● Create a loving, caring atmosphere.  

● Arrange the environment for children and for learning. 

● To gain respect, respect must first be granted. 

● Establish and communicate realistic expectations for the children 

● Be sure the activities provided are meaningful and age appropriate. 

● Be fair and consistent with all children. 

● Be sure the focus is on positive actions. 

● Be aware of children with special needs. 

Remedial Discipline 

● Try to deal with the problems individually. 

● Explain to the child why the behavior is unacceptable. 

● Redirect the child to positive action. 

● Explain the consequences of unacceptable behavior by defining the correct way to 

behave as well as the result of the wrong behavior 

● Offer choices that are acceptable to both you and the child.  



WASHROOM GUIDELINES 

Parents are to be encouraged to take their children to visit the washroom prior to each class or 

service.  This recommendation is to be communicated to parents at the beginning of each new 

school year, and throughout the year to newcomers. 

Nursery Children  

As a rule, nursery workers will be expected to change diapers, under the following guidelines: 

● Diaper changing must always take place in such a way that another nursery 

worker can easily see the child that is being changed, as well as the other 

children and workers in the room. 

● Only adults, 18 years or older, will change diapers. 

Preschool Children 

● For preschool children, two adults will escort a group of children to the washroom. When 

two adults are not available to take children to the washroom, hallway or safety 

monitors will be appointed to assist with washroom and security duties. 

● If just one child requires a washroom visit, the adult worker will escort the child to the 

washroom and prop the hallway door open. The volunteer will then remain outside the 

washroom door and wait for the child before escorting him or her back to the classroom. 

The volunteer should call the child’s name if they are taking longer than seems 

necessary. Volunteers should never be alone with a child in an unsupervised washroom 

and never go into a washroom cubicle with a child and shut the door. 

● When preschool children need assistance in the washroom, an adult may enter the 

washroom cubicle to assist only when a second adult is within visual contact. If this is not 

possible, another adult should be informed when a child is taken to the washroom and 

when returning. 

● Parents must also be given the option of returning to the room to handle washroom 

visits.  For a teacher to assist, the parent must sign a release statement, which could be 

included on the weekly sign-in sheet.  

Kindergarten and Up 

● Use washrooms that are not isolated from the area(s) of activity. If an older child seems 

to be gone longer than necessary, an adult worker should check on them, following the 

procedure outlined above. 

HEALTH AND SAFETY GUIDELINES 

Sick Children 

A child who is ill and could therefore expose other children and workers to illness should not be 

received into the nursery or KidZone.  Some signs of illness are unusual fatigue or irritability, 



coughing, sneezing, runny nose and eyes, fever, vomiting, diarrhea, inflamed mouth and 

throat.  Any child or leader with a known communicable disease should not be received into the 

nursery or a classroom. 

Emergencies 

First aid boxes are in the middle of the main hallway at the water fountain. The Ministry 

Coordinator is to be notified when supplies are used so that they may be restocked.  Contents 

are to be reviewed annually by staff.  Volunteers working in these three areas should be aware 

of First Aid kit’s locations and contents. 

Fire Safety Procedures 

Each classroom is to exit via the nearest exit. Look for exit signs mounted to the ceiling. Please 

contact your Ministry Coordinator for fire plan instructions specific to your site. 

For ALL children & youths: 

In the event of an emergency requiring the evacuation of the building, the lead teacher will 

ensure children/youths are lined up in a single file and that any attendance sheets are in their 

possession. Remain calm and exit the building to take children/youths to the designated 

evacuation location, away from the main traffic route. When children/youths are safely 

gathered outside the building, the ministry leaders will do an attendance check to ensure each 

child/youth is accounted for. 

For children infants to grade 5: 

Parents must wait until all children have been accounted for and approval has been given by the 

Ministry Coordinator before picking up their children.  

Lockdown Procedures 

If the threat is inside the building, and it is not possible to be secured from the inside, and it is 

deemed safe outside, call 9-1-1. Exit the building in the same way as the above fire plan. If it is 

not known where the threat is located, follow these steps: 

● Call 9-1-1. 

● Volunteers, staff, or the Ministry Coordinator will immediately lock all windows, pull 

shades down, block the door and check hallways and restrooms for kids to get to safety. 

Secure all leaders and kids inside classrooms. 

● Classroom volunteers will verify their class list, and try to keep kids calm, silent, and 

unseen.  

● Remain in place until the Ministry Coordinator gives the all-clear. Don’t open doors or 

windows for anyone unless the person is confirmed to not be a threat through 

identification precautions. Let rescuers find and come to you. 



Missing Child 

● If a child has gone missing from a KidZone classroom, the Ministry Coordinator must be 

informed immediately. The coordinator will search the KidZone classrooms, restrooms, 

and all other rooms of the church building. The child’s parent will be contacted. If the 

child is not found inside, the coordinator will do a perimeter search outside the building. 

If the child is still not found, the coordinator will call 9-1-1. 

Medications 

● Ministry Leaders at St. Paul’s Leaskdale are NOT to give or apply any medication to 

children. If a child needs medication, the parent/guardian must give it. No medication will 

be left in any of the rooms or with a leader or a child.  

● If a youth needs over-the-counter medications (eg. Advil) during a youth program, a 

Youth Coordinator may give (but not administer) it to them after obtaining verbal 

permission from the parent/guardian. Verbal permission must be documented alongside 

an incident report.  

● In extreme cases, (ie. epi pens, inhalers, etc.) arrangements should be made including 

written instructions and the permission of the child’s parent/guardian. Requests should 

be written, dated, signed, and filed permanently.  

● Topical medications for diaper changing purposes are to be used only when instructed 

and provided by the parent/guardian. 

● In the case of a retreat or event, the ministry leader will help the youth find proper 

storage for medication but will not administer unless specifically requested in written 

form by their parent/guardian. 

Allergies 

Children/youths having severe allergies must have the information brought to the attention of 

the Ministry Coordinator and teachers and noted on their registration form and sign-in sheet. 

Safe Environment 

All volunteers and staff will be alert to anything that would expose children and youth to any 

harmful substance (cleaning supplies) or environment (smells, sounds etc.) 

Procedures for Dealing with Cuts or Injuries Involving Blood 

First aid kits are available in the main hallway at the water fountain and in the kitchen. In 

addition, a master first aid kit is available in the church office under the coffee maker. 

● Separate the other children/youths from the injured child/youth. The injured child/youth 

must not be moved unless he or she can stand up and walk on their own. Isolate the area 

where any blood may have dropped on carpet, toys, etc. Apply first aid measures and 

send someone to locate the parents/guardians. 



● If other children/youths have had contact with any of the blood from the cut or injury, 

their parents/guardians should be informed. 

● Put on vinyl gloves (available in first-aid kits and diaper changing supplies) and bandage 

the injury, avoiding contact with the mouth, ears, and eyes. 

● Carefully wipe all blood and bloody bandages and remove to a secure, inaccessible waste 

removal receptacle. 

● Any blood on the floor or toys must be washed away using a solution of one-part bleach 

to ten parts water. 

● Properly remove and dispose of vinyl gloves. Wash carefully with soap. 

● Complete an Incident Report. 

Cleanliness  

Sanitize the child-care areas regularly. Clean and sanitize all toys, tables, bedding, gaming 

consoles, and carpets at least monthly. A steam-clean of carpets where children/youths 

regularly sit on the floor is completed annually. 

  



PHOTOGRAPHY AND VIDEOGRAPHY GUIDELINES 

No child or youth will be photographed, videotaped, or audio taped by ministry staff without 

prior written consent from a parent or guardian. Consent must be given through use of an 

approved release form. All photography, videotaping, or audio taping must be approved by St. 

Paul’s Leaskdale staff. 

With consent, St. Paul’s Leaskdale staff or an authorized photographer/videographer may take 

photos/videos during an event or program, to be used for ministry purposes only. Family 

members should not be “tagged” by ministry staff in the media that is posted.  

Volunteers, outside of authorized photographers/videographers are not approved to take 

photos or videos of children or youths. 

 

COMMUNICATION AND SOCIAL MEDIA GUIDELINES SPECIFIC TO 

CHILDREN AND YOUTH 

Social media is a major part of our culture and a means by which we interact with individuals 

who are a part of our ministry. As ministry leaders interact online with youths who are a part of 

our ministry, we want to ensure the safety of all parties involved. Online communication and 

text messaging with children Grade 5 and younger is not permitted. 

Social Media 

Social media interactions between leaders and youths must be done within approved social 

media platforms. Social media interaction is done publicly (eg. writing on Facebook walls) or 

including a second leader in messages. The current approved methods of social media 

interaction between youths and ministry leaders are Facebook, Twitter, and Instagram. Leaders 

should not initiate “friend” requests but may accept them from youth and children over twelve 

years of age. 

Leaders are not permitted to use services with disappearing private posts to connect with 

youths such as Snapchat.  

Video Calls (Skype, FaceTime, Zoom etc.) 

Any Video Call must include two security-cleared leaders with the acknowledgement of the 

appropriate ministry supervisor and with parental consent. 

Phone, Texts & Emails 

While text messaging is a popular means of communication, it is not to be the primary means of 

communication between an individual leader and youth. Text messaging and phone 

conversations are to be used to exchange event details or for brief check-ins, not as a means of 

building relationships or having deeper conversations. Leaders should move these 

conversations to in-person conversations, group texts, Facebook, or email (cc’ing another 

leader) whenever possible. Keep records of email, messages, Facebook chats, etc. on file so that 



the messages can be referenced at a later date if needed. Do not delete these exchanges 

without keeping a backup copy on file. 

All of our ministry leaders are required to abide by the following guidelines: 

● Youth leaders must be mindful to maintain appropriate opposite gender interactions and 

redirect opposite gender youths to their same gender leaders whenever possible, 

especially when discussing highly personal, physical, or emotionally intense topics. 

● When communicating with youths through social media, email, or text messaging, it is 

important that ministry leaders are never speaking alone with a youth. Always include a 

second leader or parent in all online conversations. 

● If children or youths attempt to converse or exchange information of an inappropriate 

nature, the worker or volunteer will screenshot the conversation and contact their 

Ministry Coordinator immediately. 

● Ministry leaders will not post comments, content, or photographs that are not conducive 

to the integrity of the ministry, or that may be considered a contradiction of beliefs and 

core values of St. Paul’s Leaskdale. 

● Ministry leaders (including staff) will not tag, post photographs or videos of children or 

youths online except with permission on an approved page of St. Paul’s Leaskdale (photo 

releases will be kept on file by the program supervisor for as long as the photo or video is 

active). These photographs or videos cannot be posted on a personal account. 

● Ministry leaders will not use St. Paul’s Leaskdale logos or other graphics that may cause 

confusion as to whether or not a site is an “official” site of St. Paul’s Leaskdale. 

  



REPORTING AND RESPONSE 

Allegations of Abuse & Incident Reporting 

Concerns for a child’s and/or youth’s safety are to be reported in accordance with procedures 

prescribed in this document. 

● St. Paul’s Leaskdale will not engage in denial, minimization, or blame. 

● St. Paul’s Leasdkale’s response strategy will be based on the following underlying 

principles: 

o ALL allegations will be taken seriously. 

o Situations will be handled forthrightly with due respect for all parties’ privacy and 

confidentiality. 

o Full cooperation must be given to civil authorities under the guidance of legal 

counsel. 

o Adequate care will be shown for the well-being of victims. The victim should not 

be held responsible in any way. 

o A confidential written report with conclusions and action taken should always be 

made by the Executive Director following a child abuse report. These reports will 

be kept in a confidential file. 

 

Guideline Implementation, Monitoring & Amendments 

St. Paul’s Leaskdale considers these guidelines to prevent abuse a serious matter and seeks to 

ensure the guidelines are continually enforced. 

Ministry Directors/coordinators will work with staff to implement and monitor this policy. 


