Saint
Paul’s
Episcopal
Cathedral
Youth & Children
Program and
Procedures Manual
Date
11/19/2019

Version
1.0

SPCKIDS MANUAL // 1.0

Notes about Revisions
Initial publication – adopted by Vestry

2

SPCKIDS MANUAL // 1.0

Welcome
Dear SPCKids Team Member:
You are a critical player on our team. Your passions and gifts
supplement each family’s attempts in laying their children’s
spiritual foundations.
Each weekend, we reach children in a fun, exciting, and active
environment filled with worship, energetic games, great
Scriptural stories, and small group activities that teach God’s
values in action at an age-appropriate level. We are so happy
that you can be a part of this!
The attached pages are a listing of applicable standards of behavior and policies that we must put in place to protect the
safety and well-being – emotional, physical, and spiritual – of those whom we serve. Some of these policies may seem
rather stringent and at times you may think that there is no harm in making occasional exceptions to them. We
encourage you to seek the Canon’s or Dean’s advice before waiving a policy; some of these policies are mandated by the
national church, others by our insurance carrier, and others are due to incidents that have occurred in the past.
Through your gifts, talents, and faith, let us journey and partner together to make a change in this world by
empowering our future generations to impact the kingdom of God. Your investments of time and energy is valuable,
and we are so very thankful to you!
May God richly bless you as you bless and are blessed by the youth whom you serve.

In God’s peace,

Jason Miller
Canon for Community & Formation
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Our Ministry Values

Our Commitment To You:
We Will Keep Your Kids Safe
We Will Share Jesus with Passion
We Will Connect Faith with the World
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Our Areas at SPCKids
We strive to fit our children and youth into the appropriate developmental category;
where appropriate, we will work with parents and guardians to determine where
children and youth best fit into our programming.

SPC Seeds (Nursery)
Ages 6 weeks through Age 2
Our goal is to help children discover God. The children are cared for by nurturing team members.
We teach about God through songs, storytelling, and our care for one another.

SPC Roots
Age 3 through Kindergarten
Our goal is to help children explore their relationship with God. This includes age-appropriate
experiences through interactive storytelling, children’s worship, and activities to help reinforce
the lesson. Children learn who God is and how much God cares for each of us.

SPC Sprouts
First through Third Grade
Our goal is to equip children in moving forward in their relationship with God. We provide an
age-appropriate environment for each child with exciting experiences including worship,
interactive storytelling lessons, and games to reinforce the lesson and build relationships.

SPC Branches

Fourth through Sixth Grade
In SPC Branches, we continue the SPC Sprouts focus with video lessons and small group
discussions. Our goal is on applying the Biblical lessons to the children’s lives so that they can
become life-long followers of Christ.

SPC Treehouse
Seventh Grade through Twelfth Grade
Once children reach the Treehouse on their climb through their faith, we rely less upon classroom
teaching and more on life activities and lived experiences. Our goal is to equip children in living
out their relationship with God through the disappointments and successes that they will
experience as adolescents and teens.

SPC Greenhouse (Check-In)
This team operates the check-in stations where families check in their children. Our check-in team is the first
impression of our ministry each week and an important safeguard in keeping our children protected. In addition, the
volunteers at this station should expect to exercise hospitality to make children, youth, and adults feel comfortable and
valued as an important part of the Saint Paul’s Cathedral community.
SPCKIDS MANUAL // 1.0
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The Episcopal Church Model Policy
Theological & Ethical Foundations for this Document
God expressed the fullness of humanity in Jesus of Nazareth,
whom we worship as the Word made flesh. To be human is to live
with God and the whole of creation in the fullness of freedom and
the challenge of responsibility. The pattern of Jesus’ life, death,
and resurrection resonates unreservedly with God’s call to perfect
freedom and responsibility.

“And the Word became flesh and dwelt among us,
full of grace and truth; we have beheld the Word’s
glory, glory as of the only Child from God.”
John 1:14 (An Inclusive Language Lectionary)

In baptism, God, speaking through the Church, claims us in
Christ. We become, in Christ, the community of God’s final
purpose: justice and peace, love and plenty for the whole creation.
This new community lives in Eucharistic fellowship with God and
Creation, as a sign and instrument of God’s reconciling purpose in the world.

The Church is called to embody and advance God’s mission. Ministry is the vocation of the whole community:
laypersons, deacons, priests, and bishops who together represent Christ and the Church in the world. The obligation to
seek and serve Christ in all persons and to respect the dignity of every human being is binding for all the baptized. The
authority with which leaders — ordained persons and adults who minister with minors (children and youth), and youth
in leadership roles — are entrusted, creates an inherent power imbalance in the pastoral relationship. This power
imbalance derives from the leadership role and, in the case of clergy, the symbolic authority of an ordained person.
Christian leadership is intended to provide occasions for guidance and grace, and its abuse is always and unequivocally
wrong.
Ministry involves a necessary tension between a Gospel-based integrity and a Gospel-based intimacy as modeled by the
life of Christ. A rigid adherence to a system of rules leads to an unproductive legalism. Yet, without the framework of
the law, the intimate relationships into which Christ calls us risk distortion and harm. All the people of God are called to
minister attentively within this tension. These model policies are intended to provide a pattern for attentive practice of
ministry.
This document is a statement for the Episcopal Church, setting forth expectations for its leaders in their relationships
with children and youth. The purpose of these model policies is to foster the highest standards of behavior in ministry
settings. The document includes:
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Screening and Training Protocols, which explains the level of screening and training required before engaging in
ministry with children and youth;
A description of requisite training that is specialized and tailored to ministry role and function; and
Behavioral standards designed to ensure that children and youth and all who engage in ministry with them are
treated with dignity and respect in all.
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Definitions

Adult: Anyone who is 18 years or older and not in high school.
Bullying: Behavior that intimidates, humiliates, offends, degrades, or harms another person, whether verbal,
psychological, social, physical, or otherwise.
Child: Anyone under the age of 12 years. (This generally includes anyone enrolled in sixth grade or lower.)
Child Protective Services: A social services program provided by state and local governments serving children and their
families who are in need of assistance. Child Protective Services receive and investigate reports of suspected abuse,
neglect, and exploitation.
Cisgender: An adjective describing a person whose sense of personal identity and gender corresponds with their gender
or sex assigned at birth.
Gender Non-Binary: An umbrella term for people who identify their gender as neither male nor female. These people
might identify as both (“bigender”), neither (“agender”), a mix between the two (“genderfluid”), or they can be unsure of
their gender (“genderqueer”).
Intake Officer: The person(s) designated by each diocese to receive information regarding an offense for which a member
of the clergy may be held accountable under Title IV of the Constitution and Canons of The Episcopal Church, which
sets out the disciplinary process for clergy. Anyone may contact an Intake Officer to report concerns.
Leader: A person, adult or youth, who, for the benefit of another, engages in ministry without responsibility for
oversight of others engaged in that same ministry. Examples include Sunday school teachers, camp counselors, and
program team.
LGBTQ+: An acronym for Lesbian, Gay, Bisexual, Transgender, Queer/Questioning, and others. It refers to people
whose gender identities vary from their gender or sex assigned at birth, or whose sexual orientations differ from the
heterosexual majority.
Mandated Reporter: A person who is required by state law to report reasonable suspicions of abuse, neglect, and/or
exploitation of vulnerable populations to the appropriate state agency. State laws vary greatly. Generally, state law
mandates that either all adults or adults in certain professions report suspected abuse of children and/or youth. It is
imperative to know the requirements of applicable state laws. Typically, individuals who are not mandated to report
suspicion of abuse may make a report to the appropriate state agency, even though not legally required to do so.
Off-Site: Any location other than the sponsoring Episcopal Church, institution, facility, or campus.
Organizations: All institutions for which the diocese or congregations have legal or fiduciary responsibility (examples:
diocesan departments, commissions, conference & retreat centers, adult day care centers, retirement communities,
religious orders, congregations, schools, etc.).
Overnight: Any event that starts on one calendar day and ends on a different calendar day.
Pastoral Relationship: Any relationship (1) between a Member of the Clergy and any person to whom the Member of the
Clergy provides or has provided counseling, pastoral care, spiritual direction or spiritual guidance, or from whom such
Member of the Clergy has received information within the Rite of Reconciliation of a Penitent, or (2) between a lay
SPCKIDS MANUAL // 1.0
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minister and any person to whom the lay minister is offering prayer, ministry, and/or any person from whom the lay
minister has received sensitive, personal, or confidential information in the course of offering ministry.
Programs: Official activities and programs sponsored by The Episcopal Church and its provinces, dioceses, and
congregations (examples include: The Episcopal Youth Event, Provincial Youth Events, Happening, Teens Encounter
Christ, pilgrimages, mission experiences, New Beginnings, camp programs, Acolyte Festival, etc.).
Public Records Check: A search of documents and data available to the public including criminal and civil court records,
credit reports, and driving records from the department of motor vehicles. Typically, such searches are conduct by a
third party with expertise in this area.
Responsible Person: The person designated as being accountable for compliance with this policy for an event or program.
Sacramental Use: Consecrated or unconsecrated wine used in the setting of Eucharist.
Sexual misconduct: A broad term encompassing any behavior of a sexual nature that is committed without consent or
capacity for consent or by force, intimidation, coercion, or manipulation. Sexual misconduct can be committed by a
person of any gender, and it can occur between people of the same or different gender.
Supervisor: A person who has oversight responsibilities for a ministry program and/or Leaders in a ministry program.
Title IV: A section of the Constitution and Canons of The Episcopal Church pertaining to clergy professional standards,
accountability and ecclesiastical discipline.
Transgender: An adjective describing a person whose sense of personal identity and gender does not correspond with the
gender or sex assigned to them at birth.
Training: Organized activity designed to provide information and/or instructions to strengthen and enhance the
recipient’s understanding, capacity, and exercise of ministry.
Universal Training: A standard of training that will foster a culture of safety and inclusion for all people that
includes a broad overview of issues of vulnerability, power, and healthy boundaries. This training is designed
to equip all people to live out their Baptismal Covenant.
Specialized Training: A standard of additional training that equips people who participate in or have oversight
responsibility for ministries. In addition to Universal Training, a person will have access to training that is
specialized and tailored to their role and ministry function.
Youth: Anyone who is at least 12 years old, but not yet 18 years old. A youth may also be an individual who is 18 years old
or older, and still in high school.

10
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Application and Screening

St. Paul’s Cathedral is required to screen all persons according to the standards in the Screening and Training Protocols.
For some positions, screening consists only of a Public Records Check. For other positions there are additional
screening requirements of a written application, interview, and reference verification.

Public Records Checks

St. Paul’s Cathedral shall use a provider approved by the diocese to conduct public records checks. Such checks must be
completed before the employee or volunteer begins interacting with children and youth.
Criminal public records checks shall include all available criminal records and sex offender registries. A Department of
Motor Vehicles (DMV) records check is needed if transporting children and youth as part of, or an extension of,
ministry of the church or for a church-sponsored event. A credit check is required with check signing authority.
Public records checks must be updated at least every five years.

Additional Screening Requirements

Written application, interview, and reference verification are required before serving in certain roles and ministries as
specified in the Screening and Training Protocols. Where required, these components are generally conducted in the
following order:





Submission of a completed written application to serve in a specified role with a clearly defined, written “job
description.” The application includes verifiable personal information;
Personal interview;
Reference verification conducted by congregations and other organizations to verify personal information and
check references listed in the application (people who know but are not related to the applicant); and
Maintenance of these records as described below.

Potential Leaders or Supervisors must be known and active in the congregation for at least six months before engaging
in ministry with children and youth, unless they are required to have public records checks and reference checks
pursuant to the Screening and Training Protocols.
St. Paul’s Cathedral must keep and maintain all application and screening records secure and confidential in the
congregation’s office. This includes a signature by each applicant verifying receipt of a copy of this policy, including any
local procedures or variations.

SPCKIDS MANUAL // 1.0
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Screening and Training Protocols
Role

Ministry Function

Staff & Contracted
Ministers (not
covered below)

Program
Supervisors

Program
Participants (nonsupervisory)

Drivers
Governance

Key Access

Home Visitors

1
2

Church Employees
Diocesan contractors (1099)
Clergy
Church contractors (1099)
Diocesan Employees
Diocesan Staff – unpaid
Child/Youth Choir Director
Choir Director
Commissioned Ministry Teams
Director of Religious Education
Camp Director
Youth Minister
Acolyte Mentor
Choir parents
Church School Teacher
Counselor in Training
Nursery Worker – unpaid
Parish Nurse
Teenage assistants
Musicians who work with youth
Camp Counselor1
Confirmation mentors
Lay Chaplains
Pastoral Care Teams
Youth Group Leaders2
Drivers
Church Elected
Treasurer
Vestry
Wardens
Altar Guild
Building Hosts
Eucharistic Visitors
Home Visitors
Stephen Ministers
Church Staff - unpaid

Public Records
X
Depends
X
Depends
X
X
X
X
X
X
X
X
X
X
X
18 & over
X
X
X
X
X
X
X
X
DMV

Application/
Interview/
References
X
X
X
X
X
X
X
X
X
X

X
X
X
X
X
X
X
X

Criminal & Credit
Criminal & Credit
Recommended
Recommended
X
X
X
X

X
X
X
X

Universal
Training
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
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Supervisor
X

X
X
X
X
X
X
X
X
X
X
X
X

X

X

X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X

X

Off-site: Any location other than St. Paul’s Cathedral campus.
Overnight: Any event that starts on one calendar day and ends on a different calendar day.
12

Leader

X
X
X
X
X
X
X
X
X
X
X
X

X
X
X
X

Education and Training

Training shall be appropriate to each person’s function according to the Screening and Training Protocols.
All Leaders shall have Universal Training that fosters a culture of safety and inclusion for all people and covers a broad
overview of issues of vulnerability, power, and healthy boundaries. Universal Training is designed to equip all people to
live out their Baptismal Covenant. All members of the Episcopal Church shall have access to this training.
In addition to Universal Training, all Supervisors and those with oversight responsibilities for ministry programs
and/or other adults who engage in ministry with children and youth shall have Specialized Training that is tailored to
their role and ministry function.
Depending on role and responsibility, Specialized Training should include:
1.
2.
3.
4.
5.
6.

Prevention, identification, and response to all forms of abuse and neglect;
Vulnerability within the pastoral relationship;
An introduction to gender non-binary;
The needs of LGBTQ+ children and youth;
The ways that children and youth can engage in self-advocacy; and
The needs of differently-abled children and youth.

Certification of training shall be renewed every three years.
The Diocesan policy shall cover all training requirements for clergy. St. Paul’s Cathedral requires all volunteers who
provide child care and education to adhere to all specialized training listed above. St. Paul’s Cathedral keeps the records
sufficient to evidence compliance with this policy after receiving confirmation of completion of the training from the
Diocese.
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Program Supervision and Monitoring

A Responsible Person shall monitor and supervise the behavior of adults, children, and youth to ensure appropriate
behavior and healthy boundaries.
All people who minister to children and youth must have ongoing supervision. Ongoing supervision should consist of
regular check-ins by the Supervisor who may be parish clergy or a team leader. Such supervision shall review the scope,
accountability, and responsibly of the ministry with the person engaged in the ministry. Each person engaged in such
ministry should know who supervises their ministry and how to contact the Supervisor at all times.
St. Paul’s Cathedral shall ensure that all people who minister to children and youth receive prior training as to the
scope, accountability, and responsibility of the ministry. Once approved to minister to children and youth, these
persons will have their contact information maintained with the Cathedral office.

14
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Responding to Concerns
Suspected Abuse, Neglect, or Exploitation of Children and Youth
Any adult who has reason to suspect that abuse, neglect, or exploitation of children or youth has taken place, is strongly
encouraged, and all mandated reporters are required to contact the state’s Child Protective Services (CPS). The CPS
hotline is 1-800-342-3720.
In addition, anyone who has reason to suspect that abuse, neglect, or exploitation of children or youth has taken place
within a facility or program of the diocese, congregation, or other organization, should immediately inform one of
more or the following:




The bishop or the bishop’s office in the case of a diocese;
Member of the clergy in charge or the senior warden in the case of a congregation; and/or
The Intake Officer in case a member of the clergy is suspected of abuse, neglect and/or exploitation

Suspected Violations of this Policy

Anyone who suspects a violation of these policies shall immediately report the violation to the Responsible Person,
member of the clergy, and/or senior warden.
Clergy receiving reports of violations of this policy shall be responsible for providing appropriate pastoral care to all
those affected and appropriate remedial and/or disciplinary action up to and including termination of employment or
unpaid ministry with the church. If the Responsible Person is a lay person, they are responsible to ensure that
appropriate pastoral care is provided for all.
Anyone who suspects a violation of these policies by a member of the clergy shall immediately report the violation to the
bishop’s office and/or the Intake Officer. Anyone can make a report to an Intake Officer.
The bishop, hearing reports of violations by clergy, or by laity at diocesan events, shall be responsible for providing
appropriate pastoral care to all those affected and appropriate remedial and/ or disciplinary action, up to and including
canonical disciplinary action, as provided by Title IV of the Constitution and Canons of The Episcopal Church and/or
termination of employment or unpaid ministry with the diocese.

Local Resources for Response

The following local resources can give information and assistance to anyone concerned about circumstances that may
violate this policy:







Responsible Person(s) for programs and ministries with children and youth (Canon for Community and
Formation);
Clergy in charge of a congregation;
Wardens;
Bishop;
Intake Officer(s); and
Child Protective Services.

SPCKIDS MANUAL // 1.0
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Differences from the Diocesan Policy
In the case where St. Paul’s Cathedral Policy shall differ from the adopted Diocesan Policy, the Diocesan Policy shall be
followed if it provides for more stringent control of the situation. If the Congregational Policy shall be more stringent,
then the policy adopted herein will be used.

16
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Serving as an SPCKids Team Member
St. Paul’s Cathedral Requirements for Service
1.

2.
3.
4.
5.
6.
7.
8.

You must be a registered member of St. Paul’s Cathedral. (See Constitution and Canons of The Episcopal Church,
Canon I.17 for definition and qualifications.)
Fill out an application. This is to provide the church with your information, your past experience working with
children, and your gifts and talents.
If you are 18 years or older, provide authorization for a background screening by completing the additional
authorization form.
Upon a successful authorization, read and acknowledge the receipt of the Youth & Children
Program and Procedures Manual.
Complete the required Universal and Specialized Training for your position.
Read and sign the Child & Youth Abuse Reporting Guidelines and Procedures acknowledgement form.
Read and sign the St. Paul’s Episcopal Cathedral Acknowledgement of Social Media Guidelines for Children & Youth.
The age requirement for a primary leader is 18 years old. Youth aged 14 and older may be utilized as assistants
within the areas or as nursery attendants. Only adults may be responsible for checking children in and out in
the Check-In role.

Service Commitment

We ask for a minimum service commitment of 2 hours (one Sunday) a month. Successful and effective children’s
ministry is dependent upon modeling, building, and maintaining solid and healthy relationships. The consistency of
this relationship helps to facilitate a strong connection and will help to change a child’s life.
The Canon for Community and Formation is responsible for scheduling each week. Because our ministry depends upon
you being prepared and works better in a big picture sense, scheduling will be done on a monthly or bimonthly basis.
Please respond to requests for scheduling in a timely manner so that we may ensure proper coverage in each of our
areas.
If you are unable to serve your regular schedule due to a vacation or family event, please let the Canon know as much in
advance as possible. If you are sick or running late, please contact the supervisor for that particular Sunday as soon as
possible so that we may plan for your absence or tardiness.

Arrival and Check-In

When you first arrive, please check in at the centralized Check-In.
You should be ready for your service by being in your designated area 30 minutes before the children and youth begin to
arrive. This will provide for plenty of set-up time and a quick “spruce up” of your area if things are out of place.
Remember that first impressions matter, and that we may not have a second chance to invite in visiting families.
If you are unable to serve during your scheduled time due to a last minute emergency, please contact the appropriate
leader to notify them.
It is important to wear your nametag in a visible spot while serving. It helps our Check-In process and security, and it’s
a means of identification for those serving with you and for the children’s parents.

SPCKIDS MANUAL // 1.0
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Monitoring and Supervision of Programs
The Canon for Community and Formation is responsible for monitoring and supervising the behavior of adults,
children, and youth to ensure appropriate behavior and healthy boundaries.
All people who minister to children and youth must have ongoing supervision, which consists of regular check-ins by
the Supervisor, who may be the Canon for Community and Formation or a team leader. The regular supervision should
review the scope, accountability, and responsibility of the ministry with the person engaged in the ministry. Each
person engaged in such ministry should know who supervises their ministry and how to contact their Supervisor at all
times.
St. Paul’s Cathedral shall ensure that all people who minister to children and youth receive prior training as to the
scope, accountability, and responsibility of their ministry. In addition, the congregation shall maintain in their office
an up-to-date list of persons with their contact information who are approved to minister to children and youth.

Adult Supervision Required

In all ministry settings and events designed for children and youth, there shall be at least two unrelated adults at least
two years older than the oldest child or youth participant. If unanticipated circumstances require in an adult being
alone with children or youth, that adult shall report those circumstances to the Supervisor, clergy in charge, senior
warden, or Responsible Person as soon as possible.
One adult is sufficient for classroom program space on the church grounds, provided that another responsible person
(14 years or older, and at least two years older than the oldest participant) is also physically present. For information
about supervision required for transportation, see the appropriate section below.
While we love to see our families serve together, an additional non-family supervisor must be in the room serving at the
same time. This rule exists to reduce the opportunity for an adult or an outsider to abuse the children. Further, the
presence of two supervisors (particularly when unrelated) ensures that there will always be a witness who can verify the
veracity of an incident if allegations are ever brought against a worker.
The table below shows the minimum safe supervisor to child/youth ratio for various activities.
Age Group
SPC Seeds
SPC Roots
SPC Sprouts
SPC Branches
SPC Treehouse
SPC Greenhouse

Required Ratio
(supervisor : participant)
1:5
1 : 10
1 : 15
1 : 15
1 : 15
Not applicable

When one-to-one conversations occur between an adult and a child or youth, another unrelated adult is either to be
present or capable of visually monitoring the conversation. This includes planned or unplanned conversations. On-site
conversations could take place in a public location, away from where others can hear but in view of other adults. Offsite conversations could take place in a public place in view of other adults. A Responsible Person shall be informed
18
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about the off-site plans in advance. Impulsive, secluded, or secretive activity, online or in person with children or
youth, may foster a high-risk situation, and must be avoided.
Confidentiality in one-to-one conversations cannot be guaranteed if a child or youth discloses a situation pertaining to abuse, neglect,
self-harm, or exploitation.

Check-In / Check-Out Procedures
Parents and guardians must check their children in at the SPC Greenhouse using the check-in system. Children will
receive a sticker, and parents will receive a corresponding claim ticket with a matching code.
If a child has an allergy or dietary restriction, there will be a description of the allergy on the nametag.
All children will be checked in by an adult and cannot be released to anyone other than the adult with the correct tag.
Siblings are not allowed to pick up their younger brothers and sisters, even if they have the security tag.
A SPCKids Team Member will take the tag from the parent, match the tag on the child, and remove the tag from the
child. Once the tags have been removed, they will be thrown away.

Children Attending Class Outside of Their Age Group

The programming in each track is designed specifically for that age. The teacher/child ratio for the classroom is also
based on the age of the child. Due to these factors, children and youth should attend the class appropriate for their age.
On occasion, one-time exceptions may be made to help children get acclimated to the classroom. The older child would
always go to the younger classroom in this case.

Locations Off Limits
All classrooms used for SPCKids programs and activities will be located in well-traveled areas of the facilities, rather
than in isolated parts of the building. Activities are to be conducted in open areas with adequate supervision and
periodic unannounced visits by supervisors. Activities in private rooms or offices are not permitted unless expressly
authorized by the clergy. All out-of-the-way rooms, closets, etc. must be locked when not in use. In connection with the
supervision rules above, adults are not permitted to take a child to an isolated location.

Random Monitoring
When children or youth activities are taking place, a responsible supervisor will conduct random monitoring. The
supervisor will monitor all rooms in which children are present on a random and unannounced basis whenever
programming involving children or youth is taking place. Any unusual facts or circumstances discovered during such
monitoring will immediately be pursued further.

Safe Spaces for Children and Youth

To create a safe space, we are committed to avoiding circumstances in which children and youth are exposed to
inappropriate consumables, materials, unmonitored adult contact, and unsupervised peer contact. The following
policies help to create the desired safe environment:

Accidents and Incidents

If your child or youth is involved in any incident that requires our staff to administer first aid, including ice, we will
make you aware through an “Incident Report.”
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Adult Behavioral Standards
Adults who work with children and youth are expected to model the patterns of healthy relationships that children and
youth deserve in all settings. Interactions should meet all requirements outlined herein, and adults should be
discouraged from initiating a private relationship with any unrelated child or youth from the church away from
sanctioned church activities.
Adults are encouraged to:






Have ongoing spiritual practices, which might include: daily prayer, regular participation in corporate
worship, and Bible study;
Spend time with and listen to children and youth, and advocate for their ministry within the Body of Christ;
Offer appropriate physical expressions of care, which may include:
o high fives, handshakes, and fist bumps;
o sitting beside small children and bending to the eye level of others when engaging;
o hand-holding while walking with small children or in prayer;
o brief touching of shoulders, hands, or arms;
o “laying on of hands” under appropriate pastoral supervision;
o brief hugs and arms around shoulders; and
Model appropriate affection with other adults and be accountable to the community for behavior.

Adults shall not under any circumstances:









Tickle or wrestle with children or youth;
Spend time alone with children, other than their own, outside of the SPCKids program without parental
consent;
Provide children or youth with non-sacramental alcohol, marijuana, drugs, cigarettes, tobacco products, ecigarettes, vapes, or pornography;
Arrive under the influence of alcohol, illegal drugs, or misused legal drugs at any children’s or youth event or
when they are responsible for children or youth at an event;
Consume non-sacramental alcohol or illegal drugs or misuse legal drugs at any children’s or youth event or
when they are responsible for children or youth at an event;
Engage in illegal behavior or permit other adults or children or youth to engage in illegal behavior;
Engage in any sexual, romantic, illicit, or secretive relationship or conduct with any child or youth; or
Apart from planned pre-approved educational programs, discuss their own sexual activities, fantasies, or their
own use, or abuse of drugs or alcohol with children or youth.

Report suspected violations immediately. See Suspected Violations of this Policy.

Alcoholic Beverages
Alcohol (sacramental or otherwise) should not be stored in publicly accessible areas of the church buildings. When
served at an event where children or youth may be present, alcoholic beverages must be clearly labeled as such.

Basic Needs
No one is to be deprived of the basic human needs of food, drinking water, shelter, sleep, access to restrooms, safety,
and clothing at any event. Exceptions may be made for programs undertaken with the intent to teach children or youth
about poverty, need, and hunger. In these cases, children and youth must agree to participate in writing, and parents or
guardians must give written permission that includes certification that the youth or child does not have a medical
20
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condition that would put the participant at risk. Participants who wish to withdraw or are unable to complete the
program must have their basic needs met immediately.

Bathroom Usage & Diaper Changes
Gloves should be used when changing diapers. Each diaper change requires a new pair of gloves.
When taking a child to the restroom, look inside the restroom before the child enters to see if anyone is inside. If it is
empty, send the child in alone and wait outside the door. If there is someone in the restroom, enter and wait for the
child inside the door. If someone enters the restroom while the child is inside, enter the restroom and wait for the child
inside the door. If a child needs assistance, ensure that you are not alone in the bathroom with the child.
Ensure that children and volunteers are washing their hands after they have used the restroom.

Cathedral Park Playground and Outdoor Spaces
We are an urban church in the heart of Downtown Buffalo. As such, we cannot control who is walking around within
our exterior campus at any time. Because of past problems with maintenance of the Cathedral Park Playground and
general safety concerns, SPCKids programming during normal Sunday services will not utilize an outdoor component
unless the participants’ parents or guardians are present at all times.

Computers and Electronic Devices

Children and youth shall have adequate supervision when using electronic devices belonging to the church. Devices in
use must have adequate password protection, and each user shall have their own account and password.

Door and Window Clarity
To facilitate a safe space for children and youth, all offices must have either a window in the door or a window in the
wall through which conversations and occupants may be monitored. When there is more than one person inside the
office, the windows must not be obscured.

Evacuation
In the event that the SPCKids space must be evacuated (for fire or other reason), children should be lined up by the door
to exit accordingly. Count all children to ensure that all are present; check the bathrooms and take the attendance roster
for the day with you. Proceed quickly to the designated ground level areas and outdoors, and assemble at the
designated assembly area at the north side of the Ellicott Square Building.
After ensuring that the congregation has begun evacuating safely, the Vestry member on duty will assist in the
evacuation of the SPC Seeds nursery.
Once at the designated assembly area, keep the children grouped closely together with the leaders surrounding them to
keep them together. Do not congregate near building exits, driveways, or the roadway. Do not re-enter the building
until given an all-clear by the clergy in charge.
If children are unable to re-enter the building, the same check-in, check-out procedure will be followed at the assembly
location.

Inclusiveness

No one shall be denied rights, status, or access to an equal place in this program because of race, color, ethnic origin,
national origin, marital status, sex, sexual orientation, gender identity and expression, differing abilities, or socioeconomic status. To the extent possible, all spaces and settings will be accessible.
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The Episcopal Church seeks to support all children and youth by providing reasonable alternative arrangements
regardless of state law to address safety and comfort.
Transgender, genderqueer, or gender non-binary children or youth who express the need or desire for increased
privacy should be provided with reasonable alternative arrangements. Reasonable alternative arrangements may
include the use of a private area, or a separate changing schedule, or use of a single stall restroom. Any alternative
arrangement should be provided in a way that protects the child or youth’s ability to keep their transgender status
confidential. They should not be required to use a locker room or restroom that conflicts with their gender identity.
Safe bathroom/shower facilities will be provided by gender (or specific times will be assigned to the use of a single
facility).

Intruder Safety

In the event of an unauthorized person entering the area, all leaders should be alerted using the designated codes.
Immediately shut your door and attempt to secure the area. (Note: Training for an intruder will be done individually.)

Lost or Missing Participant
Any lost child outside of the children’s areas will be accompanied immediately to the SPC Greenhouse area, where their
identity will be verified and the correct person contacted.
If a child is missing, the Canon for Community and Formation (or another clergy member) should be alerted
immediately. All exterior doors will be monitored and the parents of the child will be notified immediately. If the child
is not found after a complete room-to-room search of the facility and the grounds, the police will immediately be called.
A written statement of either incident must be completed by the Responsible Person who was supervising that aspect of
the ministry and turned into a clergy member prior to leaving St. Paul’s Cathedral property.

Medication

SPCKids staff will not administer any medication except in life-threatening situations when there is not enough time
for a parent to come to the root to give it. In a situation where a child has a potentially life-threatening condition and
medication may need to be given, a Medication Authorization Form should be completed and signed by a parent. This
form is to be submitted to the clergy. All medications should be in the original prescription bottle or package, which
should have administration instructions and the minor’s name clearly indicated. The Program Lead will indicate to the
parents or guardians whether medication has or has not been given.

Persons with Keys and Access to Locked Spaces
Anyone with keys or electronic access to church buildings shall meet all the requirements for screening and training
according to the Screening and Training Protocols.

Violence and Weapons

No one is to strike, hit, or otherwise physically threaten or harm anyone at any time.
Bullying of any kind by anyone is prohibited.
Children and youth and any adult serving in the SPCKids ministry shall not have weapons of any kind at any event or
program for children or youth. Exceptions to this restriction may be made for camp programs or other specific
programs with prior approval.
22
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Report suspected violations immediately. See Suspected Violations of this Policy.

Wellness Policy

To ensure the health of the other SPCKids participants, we ask that sick participants not attend any event. The
following symptoms are indicative of times that you may consider not attending:










A fever of 100° F or higher
Diarrhea or vomiting, regardless of cause (teething, medication, etc.)
Sore throat
Persistent cough
Colored mucous
Unexplained rash
Skin infections
Pink eye or redness of they eyes
Lice – including the presence of eggs or nits

We ask that participants be symptom-free for 24 hours before returning to any SPCKids program.
If your child or youth exhibits any of these symptoms while in SPCKids programming, we will ask you to return to pick
them up.
When it is known that children or youth have been exposed to an illness that is easily transferable, parents and
participants in the exposure area will be advised as early as possible. Please understand that federal law does prohibit
us from sharing some specific information in conjunction with this notification.

Off-Site Programming

Additional content will be added here after initial adoption.

Overnight Programming
Additional content will be added here after initial adoption.

Transportation
For the health and safety of all participants, events that originate at St. Paul’s Cathedral require that all drivers must be
at least 21 years of age and provide proof of insurance and a current driver’s license, a completed volunteer driver
information form, and a satisfactory DMV records check.
All drivers and riders must comply with state laws including seat belt and cell phone usage.
Whenever possible, parents and guardians are responsible for the transportation and safety of their children and/or
youth to and from an event. This responsibility includes the transportation of any other passengers in their vehicle.
Approved drivers can provide transportation with parental/guardian consent.
St. Paul’s Cathedral maintains an insurance policy that covers drivers in their personal vehicles when using their
vehicles for church purposes. Personal insurance is typically considered primary and the church’s insurance policy
would available after personal insurance is exhausted.
For extensive travel outside of the immediate Buffalo region, the Cathedral staff should check with the congregational
insurance carrier to see if additional rider(s) should be purchased to cover participants more fully.
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Social Media, Electronic Communications, and
Photo Guidelines
Social media shapes the lives of young people and has the potential to empower ministry. But behavior in the digital
sphere is never private. Posted content may be used out of context and out of the control of the originating individuals
and organizations, putting them at risk. In addition, these powerfully connective tools are subject to the same dynamic
of unequal power and potential for abuse that present a risk in all ministry relationships. Churches face the challenge of
identifying and proactively addressing areas of potential risk in social media use in the midst of rapidly evolving
technology.

General Information about Digital Communications

All communications sent digitally (email, social networking sites or platforms, notes, texts, or posts, etc.) are NOT
confidential and can be shared or reposted to others.
Interactions in the virtual world need to be transparent; that is, occurring in such a way that it is easy for others to see
what actions are performed.
In the virtual world, healthy boundaries and safe church practices must be adhered to as they are in the physical world.
In the virtual world, “friend” can mean anyone with whom you are willing to communicate through that medium. In
the physical world, friend can mean much more in terms of intimacy, self-disclosure, mutuality, and expectations for
relationship.
Laws regarding mandated reporting of suspected abuse, neglect, or exploitation of children or youth apply in the
virtual world as they do in the physical world.

Guidelines for All Interactions with Children and Youth

Prudent judgment should be used in the time of day a child or youth is contacted through social media. Under normal
circumstances, refrain from contact or exchanging texts, chats, or emails before 8:00 am or after 10:00 pm.
Apply privacy settings that are consistent with all children and youth, across all social networking sites and platforms.
Avoid playing favorites or the appearance of playing favorites.
When possible, send communication to entire groups, on an individual’s public “wall,” or in other “public” areas, rather
than in private messages. This includes photos, images and videos.
When sending emails to a child or youth that contain personal or private information regarding that child or youth, a
copy should be sent to the parents or guardians as well. Examples of these types of emails include: payment due
information, specific medical requests or questions, etc. Mass emails sent to an entire group are not required to be
copied to parents or guardians.
Disclose ongoing digital pastoral communications (e-mails, Facebook messages, texting, etc.) with children and youth
to a parent and/or a supervisor to determine when a referral to a professional provider or resource is needed.
In video calls, follow the same criteria used in telephone calls. In addition, prudent judgement regarding attire and
surroundings should be observed.
24

SPCKIDS MANUAL // 1.0

St. Paul’s Cathedral Social Media Policy

Adults who minister to children and youth are strongly encouraged to set very stringent privacy settings on any social
networking profile. Individual personal profiles are to be used to interact with real friends, family and peers. Adults
should not submit “friend” requests to minors or youth. Youth may not be able to decline such requests due to the
disparity of power between youth and adults. Youth may ask to be “friends”, and adults should discern the level of
contact they want to maintain with youth prior to responding to these requests.
If an adult chooses to accept friend requests from minors or youth who are associated with their community of faith,
other adult leaders must have full access to all aspects of that adult’s profile and correspondence.
Adults who want to connect via a social networking website with youth to whom they minister are strongly encouraged
to set up a closed group account that youth may join. Youth requesting to “friend” an adult can then be invited to join
this group rather than be accepted as a friend on an adult’s personal profile account. The purpose of these two separate
accounts/profiles is to create a line of privacy and maintain healthy boundaries with youth and real family, friends and
colleagues.
Any material on any site (whether affiliated with the church or not) that raises suspicion that a child has been or will be
abused, neglected, or exploited should be immediately reported to the clergy. If the situation warrants, the individual
observing such activity may choose also to directly report the incident to New York State Child Protective Services
(CPS). If the material is on a church affiliated site, that material should be documented for church records and then
removed from the site after consultation with CPS and/or police. The CPS hotline is 1-800-342-3720.
St. Paul’s Cathedral staff will not tag individuals in images online. Those appearing in photos may choose to tag
themselves. Tagging of youth and children is expressly forbidden. With permission of the legal guardian of the minor,
photos and videos portraying minors may be captioned; the caption will include either first and last initials of the
individuals portrayed or a first name only, and the caption may not link to a personal profile.
The content of youth pages or groups that are not sponsored by the church are NOT within the purview of adult youth
leaders or of St. Paul’s Cathedral staff and leadership.

Groups on Social Networking Sites

Closed groups, but not “hidden” groups, should be used for youth groups (J2A, Rite 13, Confirmation, pilgrimage,
mission trips, etc.). These groups should be created by the St. Paul’s Cathedral office and “owned” by the congregation.
Groups should have at least two unrelated adult administrators as well as at least two youth administrators.
Invitations to youth to join the group should be made by youth administrators, unless a youth previously asked an adult
administrator to invite him/her to join the group.
Behavioral covenants should be created to govern what content is appropriate and inappropriate for an online youth
group.
Any material on any site (whether affiliated with the church or not) that raises suspicion that a child has been or will be
abused, neglected, or exploited should be immediately reported to the clergy. If the situation warrants, the individual
observing such activity may choose also to directly report the incident to New York State Child Protective Services
(CPS). If the material is on a church affiliated site, that material should be documented for church records and then
removed from the site after consultation with CPS and/or police. The CPS hotline is 1-800-342-3720.
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Inappropriate material that does not raise suspicion that a child has been or will be abused, neglected, or exploited
should immediately be removed from the site.
Any content that details inappropriate behavior (outside of the bounds of the established behavioral covenant) during a
church sponsored event or activity should be addressed by adult youth leaders and parents.
Social networking groups for youth should be open to parents of current members.
Adult leaders of youth groups and former youth members who, due to departure, removal from position, or are no
longer eligible because they “aged-out” of a program should be immediately removed from digital communication with
youth groups via social networking sites, list serves, etc.

Recommendations for Behavioral Covenants

Covenants should acknowledge that materials posted on Church Sponsored sites (and/or group pages) are NOT
confidential.
Covenants should acknowledge that content deemed inappropriate will be removed from the site or group page.
Covenants should address the following issues:










Appropriate language
Description of content that is appropriate to post or publish within the group
Eligibility of membership to join a social networking group (Things to consider include whether you have to be
a member of a parish or youth group and whether there are age requirements/restrictions for participation for
youth groups.)
Loss of eligibility of membership and removal from the social networking group (Consider how and when
members will be removed from the group due to moving away, leaving the faith community, becoming too old
for youth group, clergy leaving to minister to another parish or exclusion from ministry positions for other
reasons.)
Who, how and when may photos be tagged (members identified by name; for example, individuals may tag
themselves in photos but should not tag others)
Appropriate and inappropriate behavior of members (bullying, pictures that depict abuse, violence, sexual
acts, etc.) and the consequence for inappropriate behavior and breaking the covenant
Compliance with mandated reporting laws regarding suspected abuse

Recommendations for Publishing and Posting Content Online

Congregations must inform participants when they are being videoed because church buildings are not considered
public space.
Any faith community that distributes video of its worship services or activities on the web or via other broadcast media
MUST post signs that indicate the service will be broadcast.
St. Paul’s Cathedral MUST secure signed Media Release forms from adults and guardians of minor children who will or
may participate in activities that may be photographed or videoed for distribution.
Photos that are published on church sponsored sites should not include name or contact information for minor
children or youth. With permission of the legal guardian of the minor, photos and videos portraying minors may be
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captioned; the caption will include either first and last initials of the individuals portrayed or a first name only, and the
caption may not link to a personal profile.

Recommendations for Use of Email, Texting, and Twitter
Email can be an appropriate and effective means of communicating basic factual information such as the time of an
event, agenda for a meeting, text of a document, etc.
Email is not an appropriate communication method for matters that are pastorally or legally sensitive, emotionally
charged or require extensive conversation.
If an email message is longer than a couple of sentences, then the matter might more properly be addressed via live
conversation.
Humor and sarcasm can be easily misinterpreted in an email.
All email users should take a moment to consider the ramifications of their message before clicking on the “send” or
“reply to all” button.

Guidelines for Media Usage

Prior to the reproduction of media for any purpose, St. Paul’s Cathedral must have a signed Media Usage Agreement
form on file for the individual.
Because children and youth may be targeted based upon their appearance in online or print materials, volunteers are
not permitted to take pictures of children and youth who do not have a signed Media Usage Agreement form on file.
The parent or guardian’s wishes regarding disclosure of identity within a caption must be followed at all times.
Volunteers and staff will not tag children or youth appearing in photos, regardless of the Media Usage Agreement
permissions.
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St. Paul’s Episcopal Cathedral Media Usage Agreement
I, ___________________________________ (“Licensor”), hereby grant, voluntarily and with full understanding, to
St. Paul’s Episcopal Cathedral (“Church”), a license to the following:
 Use and storage of my name and image, by means of digital or film photography, video photography, audio
recording or other documentation, with respect to the activity, namely (“Activity”), of Church.
 Use of any stored data including my name and image in printed publications of Church.
 Use of any stored data including my name and image in electronic publications of Church.
 Use of any stored data including my name and image in any Web site created by or for Church for its sole
benefit.
If I am signing this agreement on behalf of a minor child, I hereby warrant that I am the legal parent or guardian
of the child and that I have the legal authority to sign this agreement on behalf of the child. I understand that the
uses indicated above are granted even after my association with Church has terminated. I further understand that
the full name designated below may be presented in the following formats in conjunction with the digital or
printed representation:
 First name and last name (e.g. John Smith is published as “John Smith”)
(not an option for children or youth)
 First letter of first name and first letter of last name (e.g. John Smith is published as “J.S.”)
 First name and first letter of last name (e.g. John Smith is published as “John S.”)
 First name only (e.g. John Smith is published as “John”)
If a dispute over this agreement or any claim for damages arises, I agree to resolve the matter through a mutually
acceptable alternative dispute resolution process. If I cannot agree with Church upon such a process, the dispute will be
submitted to a three-member arbitration panel of the American Arbitration Association for final resolution.

Full name of person in media (please print): ____________________________________________________________
Address: ___________________________________________________________________________________________
City: _______________________________________ State: ________________ ZIP: ___________________________
Signature: _________________________________________________________ Date: __________________________
( IF THE ABOVE NAMED PERSON IS UNDER 18)
Parent’s or guardian’s signature: _____________________________________ Date: __________________________
Parent’s name (please print): _________________________________________________________________________
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St. Paul’s Episcopal Cathedral
Acknowledgement of Social Media Guidelines for
Children & Youth

I acknowledge that I have read and understand, and will comply with St. Paul’s Episcopal Cathedral Social Media,
Electronic Communications, and Media Usage Guidelines. I also understand and agree that:

1.
2.
3.
4.
5.

I am not permitted to friend any children or youth under my care unless the request comes from them.
I am prohibited from tagging children or youth in electronic media taken during any church function on- or
off-site.
I am prohibited from taking photos or videos of children or youth at any St. Paul’s Cathedral event on- or offsite unless the child/youth has a signed Media Release on file.
My online interactions with children or youth are not considered confidential.
Laws regarding mandated reporting of suspected abuse, neglect, or exploitation of children or youth apply in
the virtual world as they do in the physical world.

Signature: ____________________________________________________________ Date: ___________________
Printed Name: _________________________________________________________

SPCKIDS MANUAL // 1.0

29

Child & Youth Abuse Reporting Guidelines and
Procedures
All staff members, clergy, and SPCKids Team Members acting on behalf of St. Paul’s Cathedral are required to report
both actual and suspected cases of child abuse to the congregational authorities by following the procedures listed
below. Staff members should be familiar with reporting requirements that are required by the State of New York,
which does not include clergy as mandate professionals required to report (Soc. Serv. Law § 413). Under NYS Soc. Serv.
Law § 414, any other person who “has reasonable cause to suspect that a child is abused or maltreated may report” the
abuse. Abuse includes harm already caused or harm that has been threatened to the child or youth.

Child Abuse, Child Maltreatment, and Neglect Defined

Child abuse is defined in Section 412 of the Social Services Law and at Section 1012 of the Family Court Act. An abused
child is a child whose parent or other person legally responsible for his/her care inflicts upon the child serious physical
injury, creates a substantial risk of serious physical injury, or commits an act of sex abuse against the child. A person
who perpetrates any of these actions against a child in their care can be abusive, and so can a person who allows
someone else to do these things to a child.
Maltreatment refers to the quality of care a child is receiving from those responsible for the child. Maltreatment occurs
when a parent or other person legally responsible for the care of a child harms a child, or places a child in imminent
danger of harm by failing to exercise the minimum degree of care in providing the child with any of the following: food,
clothing, shelter, education or medical care when financially able to do so. Maltreatment can also result from
abandonment of a child or from not providing adequate supervision for the child. A child may be maltreated if a parent
engages in excessive use of drugs or alcohol such that it interferes with their ability to adequately supervise the child.
Neglect is defined in Section 1012 of the Family Court Act. Maltreatment is defined in Section 412 of the Social Services
Law. Although the terms are not synonymous in the law, for our purposes, the terms neglect and maltreatment are used
interchangeably.

Four General Types of Abuse
There are four types of abuse:






Physical – a physical act directed at a child or youth that causes injury;
Sexual – contact or interactions between a child and an adult, or another child, when the child is being used for
sexual stimulation of the perpetrator or another person. This includes exploitation through photographs,
videos, and other communication methods;
Emotional – acts or omissions by the parent or other caregivers that have caused, or could cause, serious
behavioral, cognitive, emotional, or mental disorders;
Neglect – failure to provide for the child or youth’s basic needs. This includes adequate adult supervision,
medical attention, housing, food and clothing. Most cases or physical neglect involve inadequate adult
supervision that has caused harm to the child or youth, or places them in danger of such harm.

Potential Warning Signs of Abuse
The following are some warning signs that abuse may have occurred:
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Unexplained injury, patch of hair missing, a burn or bruises on strange places (back of arms, stomach, back,
etc.);
Drawings in conjunction with statements from a child or youth;
Prayer requests of protection from pain or injury from specific individuals;
Statements from the child or youth;
Complaints about numerous beatings;
Consistent poor hygiene;
Age inappropriate comments regarding sex or violence.

How to Respond to a Child Disclosing Abuse

Listen. Listen. And then listen some more. The best thing you can do is to be a non-anxious presence to the child. As you
listen, here are some other things to keep in mind:












Be sensitive to vague disclosures;
Avoid expressing shock or outrage;
Don’t threaten or condemn the alleged perpetrator;
Let the child know that you believe him/her;
Tell the victim that they were right to disclose;
Assure the child that the abuse was not his/her fault;
Reassure the victim that he/she will be safe;
Avoid questions that could make the child feel responsible;
Get as many details as the child is comfortable disclosing;
Write down exactly what happened; and
Follow authorized reporting procedures.

Failure to report actual suspected cases of child abuse can result in criminal and civil liability for the church, staff
member, or SPCKids Team Member that failed to report it. It is the staff member or Team Member’s responsibility to
report suspected abuse. It is not his or her responsibility to investigate and draw a conclusion as to whether or not
abuse has actually occurred.

What Do I Need to Document?
The following information is needed when reporting child abuse:







Name of child;
Age of child;
Address of child;
Parents or guardian of child;
Alleged abuser’s name and address; and
Nature of abuse.

All suspected cases of child abuse must be handled in a confidential manner. Communication of the suspected abuse
should only be made with the staff member or authorities that are involved. Clergy will provide pastoral support and
care to the family through the entire process.
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Suspected Abuse Reporting Procedures

Any volunteer that becomes aware of any form of reasonably suspected child or youth abuse must report it to the Team
Lead or Staff Member that supervises them. If a Team Lead or Staff Member becomes aware of suspected child abuse,
either through a report from a volunteer or through his or her own observations, he or she will report it to either the
Dean or Canon for Community and Formation and complete a Child Abuse Report within 24 hours.
The Clergy will determine whether a suspected child abuse report is required to be filed with the proper authorities and
will also complete the Child Abuse Follow-Up Form to gather further details. He or she may ask for the volunteer’s
assistance in completing further details or reporting the abuse directly.
SPCKids volunteers are empowered by New York State Law to directly report the suspected abuse or to avail themselves
of additional resources. See Responding to Concerns for further details.
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St. Paul’s Episcopal Cathedral Child or Youth Abuse Report

This form is to report suspected abuse of a child or youth (under 18 years of age) and must be completed and submitted
to a clergy member within 24 hours of the discovery of the suspected abuse.

Reporting Person __________________________________________ Phone ________________________________
Name of Alleged Victim _____________________________________ Age ___________________________________
Date you became aware of suspected abuse of victim ____________________
Parent(s)/Guardian(s) Name(s) _______________________________________________________________________
Explain the reason(s) for which you reasonably suspect the child has been/is being abused
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
Is there physical or verbal evidence?

 Yes (describe below)  No

___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
Reporting person signature __________________________________________ Date ___________________________
Receiving clergy signature ___________________________________________ Date ___________________________

Please attach additional pages with narrative as needed.
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St. Paul’s Episcopal Cathedral
Child or Youth Abuse Follow-Up Report
This form is to be completed by the receiving clergy member and attached to the corresponding Child or Youth Abuse
Report filed by staff or volunteer.

Name of Alleged Victim _____________________________________ Age ___________________________________
Alleged Abuser _____________________________________________________________________________________
Is the suspected abuse supported by reasonable belief or evidence?

 Yes

 No

Has the suspected abuse been reported to CPS?

 Yes (detail below)

 No

County of filing _____________________________________________________________________________
Report number _____________________________________________________________________________
Filed by ____________________________________________________________________________________
Date _______________________________________________________________________________________
How long has the alleged victim been associated with St. Paul’s Cathedral? ________________________________
Has additional information been revealed since reporting?

 Yes (detail below)

 No

___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________
What is the alleged abuser’s relationship with St. Paul’s Cathedral?
 Member
 Employee
 Volunteer
 Visitor
Is the suspect aware of the abuse accusation?

 Yes

 No

 Unknown/No Relationship
 Unknown

Receiving clergy signature ___________________________________________ Date ___________________________

Please attach additional pages with narrative as needed. Any information that is revealed must be reported to the authorities if it is
determined that there is reasonable belief or physical evidence that the abuse occurred.
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St. Paul’s Episcopal Cathedral
Acknowledgement of Child & Youth Abuse Reporting
Guidelines and Procedures

I acknowledge that I have read and understand, and will comply with St. Paul’s Episcopal Cathedral Child & Youth
Abuse Reporting Guidelines and Procedures. I also understand and agree that:

1.
2.
3.
4.
5.

All staff members and volunteers acting on behalf of St. Paul’s Episcopal Cathedral are required to report both
actual and suspected cases of child abuse to congregational authorities.
I understand that New York State Law (Soc. Serv. Law § 413) empowers me to report abuse directly to Child
Protective Services if I do not believe my allegations have been taken seriously by congregational authorities.
I understand that the four types of abuse are physical, sexual, emotional, and neglect.
I understand that failure to report actual or suspected cases of abuse can result in criminal and civil liability on
my behalf.
I understand that it is not my responsibility to investigate suspect or actual abuse, and in no instance will I
confront a parent, guardian, or caregiver if abuse is suspected.

Signature: ____________________________________________________________ Date: ___________________
Printed Name: _________________________________________________________
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Accident / Incident Report
Complete one form per person involved in the accident or incident. Please ensure that parent
reviews report and signs the form where indicated.

Date of Accident/Incident ________________________ Time accident/incident occurred ____________________
Person’s Name _____________________________________________________________________________________
Age of Person _______________________________ Grade (if child/youth involved) __________________________
Location where accident/incident took place ___________________________________________________________
Address ___________________________________________________________________________________________
Phone _____________________________________________________________________________________________
Parent’s Name (if child/youth involved) _______________________________________________________________
Description of Accident/Incident (include nature of injury sustained, location of injury, and description of
physical surroundings where incident occurred, as well as activities occurring when incident occurred)
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
Witnesses (names and phone numbers)
___________________________________________________________________________________________________
___________________________________________________________________________________________________
 Ambulance Called – Time __________________ Ambulance Service Responding _________________________
 Police Called – Time _______________________ Officer Responding ____________________________________
36
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Parent Notification
Person Notifying Parent ____________________________________________________________________________
Time & Date Notified ________________________  Phone  In person
Information shared/Notes ___________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
What action was taken to prevent the possible recurrence of the accident or incident? Include when the action was
taken and by whom.
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
As the legal guardian of the person indicated on the front of this form, I acknowledge that I have received
notification of this incident and have been offered a copy for my records.
Parent/Guardian Signature __________________________________________________________________________

Follow Up (within 24 hours)
Date ______________________________________________________________ Time __________________________
Person who completed follow-up _____________________________________________________________________
Current status of person involved ____________________________________________________________________
___________________________________________________________________________________________________
Parent/Guardian status _____________________________________________________________________________
___________________________________________________________________________________________________
Action taken (if any) ________________________________________________________________________________
___________________________________________________________________________________________________
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Congregational Policy Audit
St. Paul’s Cathedral staff will conduct a self-audit every year to confirm compliance with the policies set forth herein.
Procedures to be confirmed by the audit will include, but are not limited to:
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Existence of a congregational policy that is consistent with and/or exceeds the requirements of the diocesan
policy;
Public records checks, application forms, records of screening and reverence verification of paid and unpaid
persons working with children and youth;
Verification that each person who works with you has been screened in compliance with the Screening and
Training Protocols;
Procedures for responding to concerns and incidents; and
Evidence of compliance with “safe space” requirements.
This Saint Paul’s Cathedral Youth & Children Program and Procedures Manual shall be posted in an area where
activities take place and shall be given to all adults, guardians, and all paid and unpaid persons who minister to
children or youth.
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Current Contacts for Questions or Filing
Role
Cathedral Dean

Name
The Very Reverend Derrick Fetz

Phone
716.855.0900 x2

E-mail
derrick@spcbuffalo.org

Canon for Community
and Formation

The Reverend Canon Jason Miller

716.855.0900 x3

jason@spcbuffalo.org

Senior Warden

Mr. Rob Jones

716.359.1811

rjones1005@gmail.com

Title IV Intake Officer

The Reverend Canon Martha
Ishman

814.456.4203 x14

mishman@dionwpa.org

Canon to the Ordinary
(Bishop’s Office)

The Reverend Canon Cathy
Dempesy-Sims

716.881.0660 x114

cdsims@episcopalwny.org
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