Ashburton Baptist Church Safe Church Procedures
1. Scope
This document sets out the processes and procedures that underpin the ABC Safe Church Policy.
For definitions, refer to section 13 of these procedures.

2. Safe Church Concerns Person
At each Annual General Meeting the church should appoint a “Safe Church Concerns Person”
(SCCP) to receive all complaints, concerns and queries about abuse and misconduct.
This is a two-fold role:
a) The SCCP will assist in the process of reporting abuse to the relevant authorities.
b) The SCCP will also be able to provide pastoral care and debriefing with persons who have
concerns about abuse and/or misconduct.
The SCCP is not responsible for the implementation of all safe church procedures, or for doing all
the risk assessments (that is the responsibility of individual teams) but rather the one to respond
to concerns of abuse and misconduct.

3. Prerequisites for Appointment of Staff
a) All job descriptions and advertisements will have a clear safe church message demonstrating
ABC’s commitment to zero tolerance of abuse, ministry misconduct and the misuse of
positional power.
b) Where a candidate will work with children or vulnerable adults, ABC will conduct reference
checks with a recent employer who has directly supervised the candidate. The referee will
be asked directly whether the referee has any concerns regarding the candidate working
with children or vulnerable adults.

4. Screening of Staff, Deacons and Leaders
a) All Leaders must:
i) Complete a Safe Church Ministry Declaration (if over 16 years of age) (Schedule A) and;
ii) Obtain a Police Check at least every five years (if over 18 years of age) and;
iii) Have regularly attended ABC church services or activities for a period of no less than six
months unless otherwise agreed by the Deacons.
b) Staff, Deacons and Leaders in roles specified in Schedule G or in other roles specified by the
Deacons must:
i) Hold a valid WWCC and;
ii) Be familiar with the Children’s Code of Conduct (Schedule C).
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5. Supervision, Training and Performance
a) All Staff and Leaders will familiarise themselves with the Safe Church Policy, these
procedures, the Leaders’ Code of Conduct and the Children’s Code of Conduct and are
expected to have a clear understanding of when and how to report issues of concern.
b) All Staff, Deacons and Leaders will affirm their commitment to a safe church by signing a
Leaders’ Code of Conduct (Schedule B) when they commence in a ministry role and again at
the start of each year.
c) All Staff, Deacons and the SCCP will attend a BUV Safe Church Awareness Workshop (or a
similar program which includes child safety issues) within six months of being appointed at
ABC and every three years thereafter.
d) All Leaders will attend ABC Safe Church Training within six months of commencing in their
role and thereafter at least every 3 years in addition to any additional ministry-specific
training as reasonably required by the Deacons.
e) ABC will support Leaders by providing adequate training, resources and development for
their role.

6. Reporting Abuse
a) Children or vulnerable adults who experience abuse while attending ABC activities may

report the matter to any person at ABC.
b) If a person discloses abuse, or if Leaders suspect or have been informed of abuse or the risk

of abuse, ministry misconduct or any criminal offence, the Leader:
i) Should listen to the person, reassure the person they have done the right thing and
inform the person that you need to tell people who can help. Ensure the person is not in
immediate danger.
ii) Should not investigate the matter, or promise that the abuse will stop or tell anyone who
does not need to know;
iii) Should seek advice from the SCCP as to the appropriate steps for dealing with, and
reporting, the matter and may be required to complete a Risk of Significant Harm Form
(Schedule D) or a Safe Church Concerns Anecdotal Record (Schedule E) and give the
completed form to the SCCP.
iv) Is legally obliged to report the matter to the police if the abuse alleged is sexual abuse of
a child under 16 years of age unless an exemption applies (e.g. reasonable fear for the
safety of a person or the matter has already been disclosed to police). It is recommended
that the Leader seek advice from the SCCP without delay.
c) People who make reports about suspected abuse or inappropriate behaviour towards a child

or vulnerable adult will not suffer any professional or legal consequences if they report in
good faith.
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7. Response to allegations of abuse
The SCCP will:
a) Ensure the person is safe (this may require, in consultation with the Senior Pastor and the

b)
c)
d)
e)
f)

g)
h)
i)

Deacons, suspension of the alleged perpetrator, or provide alternative duties until
investigation has concluded).
Offer support to the person, their family, the person who reports and the alleged
perpetrator.
Obtain the specific allegations from the complainant and clarify the nature of the complaint.
Listen to the person and be supportive and reassuring;
Let the person know ABC will act on the information and that it may be necessary to let other
people know;
Alert:
i) The parents (if the victim is under 18 years of age except if the disclosure relates to abuse
within the family);
ii) The Senior Pastor and Chair of Deacons;
iii) The police in the event of sexual abuse of a child under 16 years of age;
iv) Child protection if there is a reasonable belief that the child is in need of protection;
Keep the person (and parents of a child) up to date on steps being taken;
Praise the person for helping ABC become a safer place.
Take further actions as required under the Reportable Conduct Scheme managed by the
Victorian Commission for Children and Young People. https://ccyp.vic.gov.au/reportableconduct-scheme/

8. Electronic Communication and Children
When communicating electronically with program participants, all people working with children
will follow the Electronic Communications Guidelines published a part of the National Council
of Churches Safe Church Program. The guidelines can be found at
https://www.ncca.org.au/safe-church-training-agreement/221-electronic-communicationguidelines.

9. Indemnity Forms
In addition to any other program requirements, parents/guardians of every Child involved in
ABC activities will be required to complete and sign a Children’s Indemnity and Permission
Form and associated health information form as set out in Schedule F to these procedures.
Leaders will use any forms, checklists and templates in the Safe Church Procedures for
establishment and maintenance of safe environments in ABC.
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10. Breach of Leaders’ Code of Conduct or Other Ministry Misconduct
a) If a breach of the Code of Conduct or any other ministry misconduct occurs, the matter

should be referred to the Senior Pastor or SCCP.
b) ABC will take appropriate steps against allegations of a breach of the Leaders’ Code of

Conduct or ministry misconduct in a manner consistent with BUV guidelines.

11. Recordkeeping
a) The ABC Office Administrator will maintain and monitor currency of all WWCC and Police

Check documentation and Safe ministry declarations and maintain the security of these
records.
b) The ABC Office Administrator will maintain all Children’s health records and Children’s

Indemnity and Permission Forms securely on ABC premises in order to maintain
confidentiality. Any details will be disclosed on a need-to-know basis.
c) The ABC Office Administrator or Program Leaders will prepare a document with contact,

medication and other relevant details of Children for reference by Program Leaders during
ABC programs.
d) The Senior Pastor will review all completed Safe Ministry Declarations and any WWCC or

police check results which disclose offences.
e) All Safe Church reports, signed Leaders’ Codes of Conduct, Safe Ministry Declarations and

other screening records will be kept confidential and in a locked filing cabinet at ABC.
f)

The Senior Pastor will have access to all documents prepared for the purpose of, or under,
these Procedures save for any document that relates to allegations against the Senior Pastor.

12. Reviews
The Safe Church Policy, these Procedures, the Leaders’ Code of Conduct and the Children’s Code
of Conduct will be reviewed periodically but no less than every three years.

13. Definitions
a) “ABC” means Ashburton Baptist Church;
b) “Child” means a person between the ages of 0 and 18 years;
c) “Children’s Code of Conduct” means the document attached as Schedule C;
d) “Children’s Indemnity and Permission Form” means the document attached as Schedule F;
e) “Deacon” means any member of the elected ABC leadership team;
f) “Leader” means any person appointed to a role specified in schedule G of these procedures
or in other roles specified by the Deacons.
g) “Leaders’ Code of Conduct” means document attached as Schedule B to these Procedures;
h) “Police Check” means a National Police Certificate issued by Victoria Police;
i) “Risk of Significant Harm Form” means the form attached as Schedule D;
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j) “Safe Church Concerns Anecdotal Record” means the form attached as Schedule E;
k) “Safe Ministry Declaration” means the questionnaire attached as Schedule A;
l) “SCCP” means the ABC Safe Church Concerns Person;
m) “Senior Pastor” means the senior pastor of ABC and in his or her absence, the acting senior
pastor of ABC;
n) “Staff” means any full, part- time or casual employee of ABC;
o) “Vulnerable adult” means a person aged 18 years and over who is unable to protect
themselves against harm or exploitation by reason of age, illness, trauma or disability, or any
other reason.
p) “WWCC” means Working With Children Check conducted by the Victorian Department of
Justice.

Safe Church Procedures September 2019
(Appendix G revisions July 2020)

-5-

Published:
1 Sep 2019
Review by: 31 Aug 2022

Ashburton Baptist Church Safe Church Procedures
Schedule A - Safe Church Ministry Declaration
Our church depends on the efforts of many generous people who dedicate their time and gifts to making ABC
a welcoming and safe community in which children and adults alike can flourish spiritually, emotionally and
physically.
This Declaration is a small but important part of ABC’s Safe Church process. Its purpose is to help the church
understand as fully as possible factors which may affect a person’s suitability for a ministry role.
Ticking ‘yes’ to any question does not necessarily disqualify a person from a ministry role. A confidential
discussion with a Pastor will provide an opportunity to clarify circumstances and details.
Please place your completed declaration in an envelope marked to the attention of a Pastor. Completed
declarations will be retained in the ABC office in a locked filing cabinet.

Name:

___________________________________________________________________________

Phone:

_________________

Email: ________________________________________________

Have you ever been convicted of a criminal offence?

Yes

No

Have you ever had any child related work (paid or voluntary) refused or
suspended?

Yes

No

Have you ever had a child removed from your care (as a parent or in any other
capacity) because of concerns about your behaviour?

Yes

No

Have you ever done anything that may result in allegations being made against
you of bullying, harassment, child abuse, sexual assault or physical abuse?

Yes

No

Do you have a recent history (ie within the last ten years) of alcohol or substance
abuse including prescription, over-the-counter, recreational or illegal drugs?

Yes

No

Yes

No

For ministry roles which may involve driving other people:
Has your driver’s licence ever been suspended or cancelled?

I declare that the information provided on this form is true and complete to the best of my knowledge. I
undertake to advise an ABC Pastor immediately if there is a change to any of the information provided.
Signature:

_________________________________

Witnessed By:

_________________________________

Witness Signature:

_________________________________

Safe Church Procedures September 2019
(Appendix G revisions July 2020)

-6-

Date: ____________________

Date: ____________________

Published:
1 Sep 2019
Review by: 31 Aug 2022

Ashburton Baptist Church Safe Church Procedures
Schedule B – Leaders’ Code of Conduct
This Code of Conduct sets out the behaviour which Ashburton Baptist Church expects from all staff, leaders
and volunteers.
I will:
•

Consider the safety of people as paramount.

•

Treat all people with respect and demonstrate zero tolerance of discrimination.

•

Read and abide by relevant safe-church policies and procedures.

•

Behave in a manner which is consistent with the values of Ashburton Baptist Church.

•

Respond to any concerns or suspicions of abuse, and speak up if I see others behaving in ways that
concern me.

•

Participate in required training so as to understand my role in ensuring a safe-church environment.

In children’s ministry roles I will:
•

Encourage open communication between all children, parents, staff, vulnerable adults and
volunteers through the use of empowering and supportive language.

•

Enable children to participate in decisions which affect them, in ways appropriate to their age and
stage of development.

•

Model appropriate behaviours and redirect unwanted behaviours of children, at all times using
appropriate behaviour management strategies.

•

Always be transparent in my actions and whereabouts, and remain aware of each child and the adults
who are with them.

•

Avoid being alone with a child.

•

Seek advice, support and assistance for child protection matters where needed.

•
I will not:
•

Engage in behaviour that is intended to shame, humiliate, belittle or degrade .

•

Use inappropriate, offensive or discriminatory language.

•

Hold, kiss, cuddle or touch a child in an inappropriate, unnecessary, uninvited or culturally insensitive
way in public or isolation.

•

Behave in any way that could be considered as ‘grooming’.

•

Develop a sexual relationship with a child or a relationship that may be deemed exploitative or
abusive.

•

Condone or participate in behaviour of a child which is illegal, unsafe or abusive.

•

Act in a way that shows unfair and differential treatment of a child.

•

Smack, hit or physically assault a child.

•

Physically restrain or remove/isolate a child unless the child’s behaviour endangers themselves or
others.
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•

Have inappropriate conversations with a child either in person, through social media or in any other
way.

•

Do things of a personal nature that a child can do for him/herself, such as assistance with toileting or
changing clothes.

•

Without parental consent, seek to make contact and spend time with any child outside program
times, including through personal social media, phone contact or face-to-face contact.

•

Photograph or video a child without the consent of the child and his/her parents or guardians.

•

Make a complaint that I know to be untrue, malicious or improper.

•

Disclose information about a child unless required to by law or policy

I have read Ashburton Baptist Church’s Code of Conduct for Leaders and understand that Ashburton Baptist
Church expects me to uphold at all times the standards of behaviour described in the Code of Conduct. I
understand that disciplinary measures and legal steps will be taken if I breach this code of conduct.

Name

Signature

Date

Witness name

Witness signature

Date

(adapted from Keeping Children Safe Code of Conduct, Uniting Church in Australia Synod of Victoria and Tasmania,
2018)
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Schedule C - Code of Conduct for Children
The Code of Conduct for Children in programs at Ashburton Baptist Church is based on the
resource "Strengths in Circles - Building groups that flourish and fly” from St. Luke’s Innovative
Resources, Bendigo. 42 value statements are arranged into 6 suits based on the ‘ASPIRE’ acronym.
The leaders of each ministry engaging children will use this material to illustrate what this
particularly looks like for them.

Agency

Inclusion

•
•
•
•
•
•
•

•
•
•
•
•
•
•

We can change
We give things a go
We make a difference
We look for our own solutions
We think things through
We use our strengths
We have choices

We believe everyone has something to offer
We welcome everyone
We invite contributions
We work with everyone
We accept each other
We have goodwill towards each other
We challenge stereotypes

Safety

Respect

•
•
•
•
•
•
•

•
•
•
•
•
•
•

We are kind in what we say and do
We build trust with each other
We look out for each other
We can get help
We forgive each other
We are reliable and honest
We learn from our mistakes

We listen to each other
We value differences
We are all unique
We hear each other’s stories
We do not put anyone down
We give and receive feedback respectfully
We show interest in each other

Positivity

Equality

•
•
•
•
•
•
•

•
•
•
•
•
•
•

We notice what we have achieved
We laugh together
We are optimistic
We celebrate together
We show gratitude
We want the best for each other
We explore possibilities

We stand up for what is fair
We are equals
We each have a voice
We are strong together
We share what we have
We can all participate
We all have rights and responsibilities

Reference:
http://www.sueroffey.com/circle-principles-positivity-strengths-solutions-and-promoting-positive-emotions/;
http://innovativeresources.org/resources/card-sets/strengths-in-circles/
The material has been developed and used with indigenous communities also.
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Schedule D - Risk of Significant Harm Form
To be completed by the person who hears a disclosure or wishes to report a child or young person at risk of significant
harm. The completed form should be given only to the Safe Church Concerns Person, and then kept in a locked filing
cabinet. The information will be used for reporting to the Government Child Protection Agency.

Name of Organisation (Church):…Ashburton Baptist Church…
Safe Church Concerns Person: .............................................................................................................................
DETAILS OF PERSON REPORTING ALLEGED ABUSE/ RISK OF HARM
Name of reporter .................................................................................................................................................

Relationship to alleged victim .............................................................................................................................

Nature of alleged abuse:

 physical

 emotional

 sexual

 neglect

 witness domestic violence

Is this report due to a direct disclosure or reasonable grounds? (circle)

State immediate safety concerns: .......................................................................................................................
..............................................................................................................................................................................
..............................................................................................................................................................................

If Disclosure: Date: …………………………………….. Time: …………………………………..
Describe why you have ‘reasonable grounds’ for this report (add pages if needed). Include, when and how
you became aware of the information, names of other witnesses, description of any injuries, description of
the behaviour of the child, the carer’s attitude regarding incident (if known). Where disclosure has
occurred provide a first person report in this space. Record the child’s actual words (attach transcript).
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DETAILS OF ALLEGED ABUSE VICTIM
 Male

Name: ............................................................................. Age: ….........

 Female

Address: ...............................................................................................................................................................
Phone: ..................................................................................................................................................................
Parent/Guardian: .................................................................................................................................................
Names of siblings: ................................................................................................................................................
Names of known support people to the child and family: ..................................................................................
..............................................................................................................................................................................
Have the parents/guardians of the victim been notified?  Yes  No
If yes, person(s) spoken to: ........................................................................ Date: ...............................................
What were they told? .........................................................................................................................................
..............................................................................................................................................................................

DETAILS OF ALLEGED PERPETRATOR OF THE ABUSE (IF KNOWN)
 Male

Name: ............................................................................... Age: ..............

 Female

Address: .......................................................................................………….. Phone: .........................
Does the alleged perpetrator know about the report?

 Yes

 No

If yes, who spoke to him/her? ................................................................. Date: ................................................
What was he/she told? .......................................................................................................................................

CHURCH’S RESPONSE TO ALLEGED ABUSE/RISK OF HARM
Child Protection Officer notified?

 Yes

 No

Date: ……..........................................

Reported by whom? ............................................................................................................................................
Name of Govt Service call centre worker: ............................................................................................................
Reference Number: .............................................................................................................................................
Have the police been notified?  Yes

 No

Date:.................................................

Name of officer and station: ................................................................. Date: ...................................................
Advice given by police officer: .............................................................................................................................
..............................................................................................................................................................................
Signed: ………………………………………………………………………………………….…. Date: ...................................................
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Schedule E - Concern Anecdotal Record
To be completed by a leader who wishes to report a Safe Church concern.
The completed form should be given to any member of the Safe Church Team who will keep the
document in a locked filing cabinet.
Name of organisation (church):

ASHBURTON BAPTIST CHURCH ................................................

Safe Church Person:

..................................................................................................

Name of person filling in this form:

..................................................................................................

Age of person report is concerning

..................................................................................................

Relationship to the person:

..................................................................................................

Describe your concerns, what was observed or what was said. ...........................................................
It is important to provide as much information as possible, basing your information on facts and
observations, without making assumptions or jumping to conclusions or making “value”
judgments.
................................................................................................................................................................
................................................................................................................................................................
................................................................................................................................................................
................................................................................................................................................................
................................................................................................................................................................
................................................................................................................................................................

Time and date of the incident or recording: ..........................................................................................

Signed: _________________________________________________________

Date: ____________________________ Time: ________________________
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Schedule F - Children’s Indemnity & Permission Form 2019
Child’s Name: ………………………………………………………………………………………..
Date of birth:

………./………./……….

Grade and name of school ……………………………………………………………………………
Address:

…………………………………………………………………………………………..
…………………………………………………………………………………………..

Parent/Guardian’s Name/s: ……………..…………………………………………………….………
Phone: …………………………………….…….. Email:……………………………………………
Alternate emergency contact name: …………………………………….……
Phone: ……………..…………………… Relationship to child: …………….……………………..
Please give details of a) any person/s not permitted to contact or collect your child/ren while in the
care of the above named group and b) any Court order related to such:

…………………………………………………………………………………………………
……………………………………………………………………………………………………………………….
I consent to my child becoming a member of Ashburton Baptist Children’s Ministries. I will encourage my
child to attend and participate regularly and to cooperate with the leaders and other children.

I authorise the leader in charge of the above mentioned group to arrange for my child to receive such first aid,
medical or surgical treatment as the leader may deem necessary at any time during the activities of Ashburton
Baptist Children’s Ministries. I further authorise the use of Ambulance and/or anaesthetic by a qualified
medical practitioner if in his/her judgment it is necessary. I accept responsibility for payment of all expenses
associated with such treatment.
I agree to indemnify and hold harmless the Baptist Union of Victoria and the Ashburton Baptist Church against
all claims, demands, suits and liability of whatever nature and howsoever arising out of the injury to the child,
and the relevant activity being undertaken.
I understand that when appropriate, photos/video of my child (as above named) may be taken while
participating in the general happenings of Ashburton Baptist Children’s Ministries. I understand that these
photos will only be available to other participating children, and that some of them may be displayed at
Ashburton Baptist Church or used in future advertising of activities.
I DO / DO NOT give permission for my child (as above named) to participate in photos/videos during their
normal activities of Ashburton Baptist Children’s Ministries.

SIGNATURE OF PARENT/GUARDIAN: ………………………………………………………………………

Name: ……………………………………………………………………

Date: ……./………. 2019

*Please complete other side*
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Confidential Medical Report
The information below is requested to assist in case of any illness or accident, and will be held in confidence.

a) Please tick if your child suffers from any of the following:
[ ] heart condition

[ ] sleepwalking

[ ] blackouts

[ ] migraines

[ ] asthma

[ ] travel sickness

[ ] other (please specify) ……………………………………………………………
b) Is your child presently taking medication? If yes, please state the name of the medication,
dosage, etc. ……………………………………………………………………………….
…………………………………………………………………………………………..
c) Please tick if you/your child is allergic to any of the following:
[ ] Penicillin

[ ] Nuts (specify type) ………….……

[ ] Bee Stings

[ ] other (please specify) ……………………………………………………...……
Does your child have an EpiPen? (yes) / (no)
d) Last tetanus immunization:

……………………….

e) Medicare No: ……………………………………………………………………….……..
Medical/Hospital Fund: …………………………………………………………….…
Member No: …………………..………………………………………………….……
f) Name of Family Doctor: ………………………………….Phone: ………….……….....
g) Name of Dentist: …………………………………………

Phone: ………………….

Is a support PLAN required? Yes/No
Please list any special needs (eg. dietary requirements, learning or mobility disorders,
languages spoken at home and cultural heritage) or anything that you think may assist
leaders in caring for your child:
……………………………………………………………………………………..……………
…………………………………………………………………………………..………………
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..
Please complete and return to the leader of Crèche, Sunday Club, #StudioKids or Youth Group or the
Church Office at Ashburton Baptist Church.
Medical information will be kept in a secure location for emergency use only by leaders.

Safe Church Procedures September 2019
(Appendix G revisions July 2020)

- 14 -

Published:
1 Sep 2019
Review by: 31 Aug 2022

Ashburton Baptist Church Safe Church Procedures
Schedule G – Safe Church Screening and Training Requirements
The following table specifies the screening checks required for various roles at ABC, as per the
requirements of paragraph 4 of the Safe Church Procedures.

Screening Requirements
Working
Police
Safe Church
With
Check
Declaration
Children
Check
Part 1: Staff,
Deacons and Safe
Church Persons
Pastoral Staff
Other Staff
Deacons
Safe Church Persons
Part 2: Leaders not
(primarily) working
with children
ABCSI Board
Members
Office Volunteers
Student House
Committee
Student House
Leaders
Pastoral Care Team
Part 3: Child focused
ministry roles
Kids Hope
Coordinator
Kids Hope Volunteers
COACH Volunteers
Breakfast Club
volunteers
Youth Group leaders
Playgroup Leaders
Sunday Club
coordinator

Training/Awareness
(Training)
(Code of
Conduct)

YES
YES
YES
YES

YES
YES
YES
YES

YES
YES
YES
YES

YES
YES
YES
YES

YES
YES
YES
YES

NO

YES

YES

NO

NO

NO
NO

YES
YES

YES
YES

NO
NO

NO
NO

NO

YES

YES

NO

NO

YES

YES

YES

YES

YES

YES

NO

YES

YES

YES

YES
YES
YES

NO
NO
NO

YES
YES
YES

YES
YES
YES

YES
YES
YES

YES
YES
YES

NO
NO
NO

YES
YES
YES

YES
YES
YES

YES
YES
YES
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Sunday Club
volunteers
Creche coordinator
Creche volunteers
Hive Coordinators
Part 4: Ministry roles
which do not require
safe-church
screening under
these procedures
Community Care
Volunteers
Prayers and Squares
Global Mission Team
HUB Coordinator and
helpers
Walking Group
coordinator
Men’s Breakfast
coordinator
Music Ministry Team
Small Group
Coordinator
Small Group Leaders
Worship Leaders
Secret Men’s
Business

YES

NO

YES

YES

YES

YES
YES
YES

NO
NO
YES

YES
YES
YES

YES
YES
YES

YES
YES
YES

NO

NO

NO

NO

NO

NO
NO
NO

NO
NO
NO

NO
NO
NO

NO
NO
NO

NO
NO
NO

NO

NO

NO

NO

NO

NO

NO

NO

NO

NO

NO
NO

NO
NO

NO
NO

NO
NO

NO
NO

NO
NO
NO

NO
NO
NO

NO
NO
NO

NO
NO
NO

NO
NO
NO
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