Duties and Policies Regarding Safety Monitoring
Safety Monitor Duties
1.  Safety Monitors must sign in and out on the Safety Monitor Report sheet each time of service for record keeping purposes.  Sign-in/out times must be actual times.  If, for some reason you are late for monitoring duty, your sign-in time should reflect that fact.  Feel free to note your questions, concerns, frustrations, and observations.  They will be read and given due attention.

2. IN CASE OF FIRE: Safety monitors are to check all the restrooms before exiting the building.

3. Offices are off limits to children, except those being used for class purposes.

4. Safety Monitors are not responsible for nursery staffing or for helping out in nursery, except to make sure the ratio of adults to children is being met.  All parents are encouraged to take a beeper with them.  If extra help is needed, attendants are to signal a parent to come and help.

5. Safety Monitors should be able to look into each classroom from the hallway.  Teachers are asked not to hang anything on the inside of the window.  If you find your view obstructed by something on the inside of the door, please note it on the record sheet and the Director of Children and Youth Ministries will tend to it.

6. A Safety Monitor should station him/herself in the basement after the first morning service (to supervise children that arrive early for Kingdom Kids classes) until teachers/adults arrive at 10:20.

7. Children are not permitted in the basement Shop area unless accompanied by an adult.  The Shop door must be locked at all times.

8. Direct children to the stairs.  The elevator is intended for use by those unable to use the stairs.

9. Things to be on the look-out for:

·  Delinquent/wandering children

· Children sitting on stacked chairs

· Children misusing furniture (sitting on tables, etc.)

· Children chasing through rooms and hallways

· Children playing or lingering in stairwells

· Children in off-limits areas

· Children playing on/riding the elevator unaccompanied by a parent

· Children disrespectful of property or people

· Children engaged in any unsafe behavior

· Children playing too near the hot glass front of the fireplace

· Check that children in the nurseries are cared for per posted policy guidelines

10. Don’t forget to check:

· Unlocked mechanical rooms

· Any unlocked storage area/room

· Attic stairway doors

· Cadet Shop door – should ALWAYS be locked, adult supervision required – NO EXCEPTIONS.

11. Remember, there is a class list with teachers’ names on the Safety Monitors’ clip board should you need it to direct someone to the proper classroom.

12. If a class is canceled and students are wandering about, they should be directed into the worship service if they have not already been to the early service; otherwise they should wait in the Activity Center.

Behavior Guidelines

All children and youth are expected to be considerate of their teachers and leaders, classmates, and church property.  We encourage you as a parent to discuss the  Behavior Guidelines with your children.

We show God’s love to those around us by how we treat one another and the church property.  Here are five rules for how to act when you are participating in a Ministry.
1. Respect – We treat others the way we want to be treated.

2. Kindness – We take turns, share, and are kind to others.

3. Honesty – We tell the truth.

4. Responsibility – We do the jobs we are expected to do.

5. Safety – We act in a way that is not harmful to others or ourselves.

If you have a problem following one of these rules, you will be asked to sit down with an adult and talk about your behavior (using the “What did I do?” form).  These are the five questions you will need to answer.

1. What did I do?

2. What did I want when I did this?

3. Did I get what I wanted?

4. What could I have done differently?

5. What am I going to do now?

If your behavior continues to be a problem, your teacher or leader will talk to your parents.

Safety Monitor Report

Name of monitor/s ___________________________________________________________________________

Date: _______________________________ Actual beginning time: ____________________________________

As Safety Monitor I will:

	
	Arrive at least 15 minutes before ministry begins and sign in using actual beginning time.

	
	Before ministry begins, check all bathrooms and check them periodically until the program ends and all the children or youth are gone.  A check is defined as opening the bathroom door and assessing for appropriate behavior.

	
	Before ministry begins, check unoccupied classrooms, offices, mechanical room and storage areas and check them periodically until the ministry ends and all the children or youth are gone.  A check is defined as: 

· opening the classroom door, turning on the lights, and validating that the classroom is unoccupied ;

· checking that doors to the shop, mechanical rooms and storage areas are locked.  

	
	Before ministry begins, check nursery for proper child/volunteer ratio.  Check nursery periodically until ministry ends and all children are gone.



	
	. Periodically check all the classrooms/events in session until the ministry ends and all the children or youth are gone.  A check is defined as looking through the classroom window 

· to be available to escort a child to the restroom according to restroom guidelines,
· to be available to assist volunteers with special short-term classroom needs or emergencies,
· to assure wholesome ministry volunteer and children/youth relationships.

	
	Direct children or youth found in the hallways and Activity Center to their classroom or to their parent (guardian).

	
	 Be alert to anyone entering or roaming the foyer area.

	
	Must immediately report urgent concerns or suspicions to the appropriate ministry leader.  See Procedure for Reporting Allegations of Abuse regarding reasonable suspicion of abuse in the Personal Protection Policy manual.

	
	In case of fire, check all restrooms before exiting the building.

	
	Sign out using actual time.  (Please leave this report form on the clipboard.)

	
	N  Notes or observations:




My signature below indicates that I have performed the safety monitor duties listed above on the date and during the time given.

Actual ending time: _____________________   Signature: ____________________________________________

Official Safety Monitor Policy

Taken from the Personal Protection Policy

1. Safety monitors must complete a Profile for Personal Protection before they are appointed to serve.

2. The ministry leader of each ministry such as Jr. GEMS, GEMS or Cadets is responsible for designating one person as safety monitor for each meeting/event.

3. Each safety monitor will review guidelines at time of service.  At the conclusion of the classes/event, they will complete the Safety Monitor Log acknowledging completion of duties.

4. At least one safety monitor will conduct checks whenever a children or youth ministry is in session.

5. Duties of safety monitors:

a. Periodically check all the classrooms/events in session until the ministry ends and all the children or youth are claimed by a parent (guardian).  A check is defined as looking through the classroom window.

b. Periodically check bathrooms until the program ends and all the children or youth are claimed by a parent (guardian).  A check is defined as opening the bathroom door and assessing for appropriate behavior.

c. Periodically check unoccupied classrooms until the ministry ends and all the children or youth are claimed by a parent (guardian).  A check is defined as opening the classroom door, turning on the lights, and validating that the classroom is unoccupied. 

d. Safety monitors may escort a child to the restroom according to restroom guidelines.

e. Safety monitors will be available to assist volunteers with special short-term classroom needs or emergencies.

f. Safety monitors will direct children or youth found in the hallways to their classroom or to their parent (guardian).

g. Safety monitors must immediately report urgent concerns or suspicions to the appropriate ministry leader.  See Procedure for Reporting Allegations of Abuse regarding reasonable suspicion of abuse.

Safety Monitor Coordinator Duties

Duties of Safety Monitor Coordinator

1.  Recruit, train and supervise Safety Monitors.
2. Report names of Safety Monitor volunteers to person who is responsible for background checks

3. Schedule Safety Monitors for all worship services during which a children’s ministry is offered, including events such as Living Nativity and Vacation Bible School.

4. Check and file Safety Monitor Report forms weekly.  Report pertinent information to the Youth Ministry Staff person.

5. Keep Safety Monitor clipboard updated:

· Sufficient report forms

· Incident Report forms

· Maps of church

· Requested schedules/staff lists/etc.
6.  VBS duties:

· Recruit and schedule a sufficient number of Safety Monitors.

· Report names of new volunteers to the person who is responsible for background checks. Post Behavior Guideline posters in each activity area. Remove them and return them to VBS storage area at the conclusion of VBS.
· Be sure staff is instructed in bathroom policies per the Personal Protection Policy (PPP) Manual.
· Instruct Safety Monitors to use a Safety Monitor Report Form each day.

· Insure that all activity areas are monitored per the (PPP) Manual.

· Equip Safety Monitors with walkie-talkies, is available.

· Be informed of dismissal system that will be enforced and inform Safety Monitors of their responsibilities as a part of that system.


