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Purpose of Policy

Harvest Community Church seeks to provide a safe 
environment for all children and youth who attend. 
We believe these young ones are a heritage given to 
us by God, and we have a responsibility to God and to 
our children to see that their church environment is 
as safe as humanly possible. Harvest Children’s 
Handbook policy seeks to protect our children from 
any form of abuse or endangerment while at 
Harvest.
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Definitions
Harvest’s Ministries – For the purpose of this policy, Harvest’s Ministries are defined as any function, 
event, or work that takes place on the premises of the Harvest Community Church, Selah Civic Center and 
any function, event, or work that takes place off premises sponsored by Harvest Community Church or one 
of its ministries. This does not include independent ministries or groups who rent building space from 
Harvest and are not considered a work or ministry of the Harvest Community Church. 

Church Function – Any event sponsored by a ministry or minister, whether paid staff or volunteer, of the 
Harvest Community Church as part of the Harvest’s Ministries as defined above. This policy does not cover 
events sponsored by individual members of Harvest or parachurch ministries (ministries that are 
independent of Harvest) when those events or ministries are not sponsored by or planned by a ministry 
off Harvest Community Church. Example: Sports Camp, Life Groups, Sunday Services, Women’s and Men’s 
events, Halloween Party and more.

Event – The term “event” in this policy will mean any event, meeting, party, session, gathering, or class. 

Minor Children – Any person under the age of 18 years old. 

Off-Campus – Any church-sponsored event not occurring on the church property located 
at 302 S. 1st St. Selah, WA 98942 or 216 S. 1st St. Selah, WA 98942 (while Harvest Community Church is 
renting the facility).

On-Campus – Any event happening at the church property located at 302 S. 1st St. Selah, WA 98942 or 
216 S. 1st St. Selah, WA 98942 (while Harvest Community Church is renting the facility).

Sexual Contact – As defined by Washington Law, sexual contact includes the following acts when “forced, 
coerced, or manipulated.” 

• The intentional touching by the acting party of the complainant’s intimate parts, 

• The touching by the complainant of the actor’s, the complainant’s, or another’s intimate 
parts effected by coercion or the use of a position of authority, or by inducement if the 
complainant is under 16 years of age or mentally impaired, 

• The touching by another of the complainant’s intimate parts effected by coercion or the 
use of a position of authority, 

• In any of the cases above, the touching of the clothing covering the immediate area of the 
intimate parts. 

• (Peer to Peer?)

Staff – Any person employed by Harvest Community Church. 

The Church – When used in this document refers to the Harvest Community Church as a ministry, inclusive 
of its people and programs. 

Approved Adult or Youth Volunteer – Any adult or student 10 years old or older who has applied to 
Harvest, and been accepted by Harvest, as a worker in any of its ministries. Some volunteers will be 
approved only for certain ministries where others will be accepted to serve in any ministry. ” Paid staff will 
be screened and assumed included as approved adults.

Vulnerable Adult – Any adult who, due to a disability or mental challenge, is particularly vulnerable or 
defenseless to the improper advances of one of Harvest workers. (consider later on).

Physical Abuse – The intentional aggravated striking of a child or vulnerable adult with the use of hand or 
instrument or the intentional withholding of care necessary for the safety of the child or vulnerable adult.
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Scope of Policy
The primary reason for having a Handbook is to keep children and 
young adults safe.
The reasons for Harvest Children’s Ministry Handbook policy are:
• To protect children from any kind of sexual or physical abuse while 

involved in any function taking place on the premises of Harvest 
Community Church or off premises while involved in a function 
sponsored by any ministry of Harvest Community Church; 

• To protect children from “child snatching,” or any form of kidnapping 
while involved in any function taking place on the premises of 
Harvest Community Church or off premises while involved in a 
function sponsored by any ministry of Harvest Community Church; 

• To protect vulnerable adults from being abused; 

• To render confidence to parents as to the safety of their children 
while these children are 
involved in any of Harvest’s ministries; 

• To satisfy Harvest’s insurance company’s guidelines for a safe church 
environment; - Brotherhood Mutual

• To protect Harvest’s integrity and our volunteers, as a church by 
avoiding any evil being spoken against our 
ministry; 

• To protect Harvest from being wrongfully accused by those who 
would seek to dishonestly accuse the church for financial gain; 

• To protect Harvest from financial disaster that could accompany 
either a legitimate accusation or wrongful accusation. 
Our first priority is always for the child or youth. If any accusation is 
ever brought before the Church, the victim’s interests will always be 
the first priority, not the protection of Harvest Community Church. 
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Who and Where

Who:
• Harvest Children’s Handbook policy seeks to protect all minor 

children, youth, and vulnerable 
adults. 

• Harvest Children’s Handbook policy is to be adhered to by any 
person serving in any ministry that 
can be considered one of Harvest’s Ministries as stated in the 
definitions, 

• Harvest Children’s Handbook policy is to be adhered to by any 
staff person of the Harvest Community Church. 

Where:
• Harvest Children’s Handbook policy applies only to those 

events and locations where minor 
children or vulnerable adults may be present. 

• Harvest Children’s Handbook policy applies to events 
considered to be Harvest ministry events 
which take place both on campus or off campus from the 
premises of the Harvest Community Church. 
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Scope of Events
Determining the scope of events to which the policy applies is not easy 
inasmuch as Harvest makes its building available to many groups. It is 
necessary that this policy have a broad scope, covering any ministry 
that could in any way be construed as a ministry of Harvest Community 
Church. It should be noted that most accusations of abuse reported in 
churches are of abuse that occurs, not during main functions of the 
church such as Sunday School, but during smaller, peripheral meetings 
in more private settings. Note the definitions of Harvest’s Ministries, 
Church Function, and Event in the definitions section of this policy. The 
scope of this policy applies to:
• Any event advertised in any of Harvest’s literature as being a Harvest 

Community Church event must adhere to this safety policy. Harvest’s 
literature includes fliers mailed, the Sunday worship guide, posters, 
or ministry brochures; 

• Any event advertised publicly by radio, newspaper, or poster as 
being a Harvest event; 

• Any event to which a person is invited, where the person doing the 
inviting represents Harvest and where the event they are being 
invited to is represented as being a church 
event; 

• Any Harvest Community Church Ministry; 

• Any counseling or private session to which one of Harvest’s staff or 
duly authorized representative of Harvest invites a person.
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Examples of Events that fall under 

the scope of this policy:

• All Sunday School, Nursery, and Sunday Morning and Evening 
Classes; 

• All midweek children’s and youth’s programs sponsored by Harvest; 

• All Bible Studies or meetings sponsored by Harvest, its leaders, or its 
ministry teams; 

• Any counseling session involving minor children; 

• (Examples of Events that fall under the scope of this policy, 
continued)

• Any event sponsored by one of Harvest’s ministries such as life 
groups, ministry teams, or small groups; 

• Any church-wide event including the Annual Congregational 
Meeting, Christmas Eve Service, Good Friday Service, or any 
conference sponsored by Harvest held at Harvest or at another 
location; 

• Any special annual event such as SPORTS CAMP or Vacation Bible 
School.

• Examples of Events that do not fall under the scope of this policy:
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Persons Responsible to Implement 
Harvest Children’s Handbook Policy

• The Pastoral Staff - Harvest’s Pastoral Staff is the primary party 
responsible to see that the Children’s Handbook policy is followed 
and adhered to. The Pastoral staff shall be responsible to see that 
resources are appropriated to carry out the Handbook policy, 
including financial resources and personnel resources to fully 
implement this policy. The Pastoral staff shall implement a plan to 
monitor the Children’s Handbook policy on a regular basis so that it 
is confident that the policy is being followed by all ministries that fall 
under the policy’s scope.

• Children’s Ministry Assistant- the secondary responsibility for 
implementing the Children’s Handbook policy falls on Harvest’s 
Children’s Ministry Assistant. The Children’s Ministry Assistant will 
see that all ministries and events that fall under the scope of the 
Children’s Handbook policy are informed of the policy and given a 
copy of the policy. The Children’s Ministry Assistant will be 
responsible to equip people to follow the Children’s Handbook policy 
and will be the group responsible for the screening of volunteer 
applications and ensuring that only screened applicants are put into 
the volunteer positions in ministry with minor children.

• Adult Volunteer- All adult volunteers will be aware of Harvest 
Children’s Ministry Handbook policy whether or not the ministry they 
do is with children or youth. Adult Volunteers will ensure that their 
area of service adheres to the guidelines of the Children’s Handbook 
policy and that it is being implemented in their area of ministry.

• Youth Volunteers - All volunteers serving Harvest in the area of 
ministry with minor children, youth, or vulnerable adults are 
responsible to see that they adhere to the guidelines of this policy as 
it applies to them.
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The Responsibilities of Harvest 
and its Leadership
Screening Workers – Harvest assumes the responsibility to screen 
those who work with youth or children.
Full Adherence Policy - Pastoral staff and ministry team leaders will 
adhere to this policy for every event that falls under the scope of 
Harvest’s Children’s Handbook policy.
No Deviation Policy - Harvest’s pastoral staff and ministry team leaders 
will never ask anyone to serve in a manner contrary to the guidelines 
of the Children’s Handbook policy. Any such request should be 
reported immediately to the Pastoral Staff.
Plurality of Workers Policy – On-Campus and Off-Campus – It is the 
policy of Harvest to have two or more workers with children fifth grade 
and under at all times, with a few exceptions listed below. At least one 
of these workers must be a screened and approved worker. For events 
involving groups in middle school and high school ministries, classes 
may have one screened/approved worker in charge, but only in rooms 
with door open access so that room activities are visible to those 
outside of the room. No single child, youth, or vulnerable adult may be 
alone with a worker without a second worker present, except in 
certain situations where parents give definite expressed permission. 
An unapproved volunteer may accompany a screened/approved 
worker to achieve plurality in a room, but one approved worker must 
always be present. Workers who are not screened and approved are 
not allowed to be alone with children, youth, or vulnerable adults at 
any time during any of Harvest’s ministry events. Under no 
circumstance shall any Harvest ministry event be planned involving 
children or youth where children or youth would be alone in any room 
for any length of time without the presence of an approved volunteer.
Exceptions to Plurality Policy – There are times when it is impossible or 
impractical to have more than one worker with children, youths, or 
vulnerable adults. The following are the exceptions and the policies 
pertaining to them.
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The Responsibilities of Harvest 
and its Leadership ….cont.

Small Group Breakouts – In several ministries, there 
will be times when a small group of children or teens 
will break away from the large group to meet as a 
small group. These sessions should be done in 
locations where all of the activity of the small group 
is clearly visible in public places. The small group 
leader must be an approved adult or teen. 
Teacher/helper no-shows – In the event a second 
teacher/helper was scheduled to be in a classroom 
and he or she does not show up, the worker 
remaining alone in the room may continue with the 
children provided all other policy requirements are 
met. If the worker is not approved or proper viewing 
windows are not present, the worker should take the 
children to another classroom where a screened and 
approved worker is in charge or if the door cannot be 
open.
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Volunteer Levels of Approval

Levels of Volunteer Approval – The level to which one 
can serve in ministry is determined by the level of 
acceptance following the application/screening 
process. Those who are approved to work in ministry 
may have limitations that allow them to serve in one 
way but not in another.

• Adult Volunteer – If someone is over the age of 18 
and has been cleared to serve, they shall be 
referred to as an Adult Volunteer. Adult Volunteers
may serve as Lead Teachers, Assistant Teachers or 
Helpers. 
• Youth Volunteer – If someone is under the age of 

18 and has been cleared to serve, they shall be 
referred to as a Youth Volunteer. Youth Volunteers
may serve as Assistant Teachers or Helpers
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Levels of Approval…cont.
• Ministry Staff – Paid Ministry Staff must be fully screened at the point of 

hiring, or 
at the point of the implementation of this policy, whichever comes last. Paid 
Ministry Staff must have national background checks performed on them by 
Harvest and must be free of any past or present allegations in regard to 
physical or sexual abuse. Ministry Staff, by virtue of being hired to do ministry 
at Harvest, are assumed qualified theologically to work with youth and teens. 

• Non-Ministry Staff - All paid non-ministry staff must be fully screened at the 
point of hiring, or at the point of the implementation of this policy, whichever 
comes last. Paid non-ministry staff must have national background checks 
performed on them by Harvest and must be free of any past or present 
allegations in regard to physical or sexual abuse. Non-ministry staff are not 
automatically approved to do ministry with children, youth, and vulnerable 
adults, but must apply separately and be screened as a volunteer before 
serving in the area of ministry to children, youth, and teens. 

• Ministry Volunteer Applications – Harvest will require that all persons except 
those in Associated ministries must complete a Ministry Volunteer 
Application (See Appendix A). In doing so, the applicant will be giving Harvest 
the permissions to do the necessary screening of its workers (See Appendix 
A)

• Who Will Do Screenings? Screening will be accomplished by a staff person 
designated to do the screening. Final approval of volunteers will be done by 
the Youth and Families Pastor. 

• Confidentiality – Harvest must keep all information on Volunteer Applications 
in locked location and information held in the strictest confidence. Under no 
circumstances should unauthorized persons be allowed to review information 
on the applications. This is to be seen only by pastoral staff. 

• Workers Must be Informed and Equipped – All volunteers will be made aware 
of the Children’s Handbook guidelines and equipped to serve as protectors of 
our children.

• Removal from Ministry In the event any volunteer fails to follow the 
requirements of this policy, it may be necessary to remove him or her 
immediately from ministry. In some cases the worker may simply be issued a 
warning. Workers who do not adjust their ministry habits to be brought into 
compliance with this safety policy following reasonable warnings will be 
asked to step down from ministry.
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Responsibilities of Harvest’s 
Volunteer Workers
Who may serve at Harvest? Students as young as 12 years old may 
serve under as a youth volunteer  until that person has achieved the 
age of 16 years old, at which time a person may be given adult 
volunteer status. Any student or adult who is screened and approved 
may serve at Harvest. 
Workers Must Complete a Volunteer Application – All who work with 
minors or vulnerable adults must complete a Ministry Volunteer 
Application (See Appendix A and B).
• Applicants will provide references and give Harvest permission to 
contact those 
references. Each applicant will be asked for two references of people 
who have known the applicant for at least two years, preferably former 
pastors and fellow workers in churches, and these references will be 
emailed very simple reference forms to complete online. If at these 
references for a ministry applicant have not been returned within two 
weeks, references may be called by phone. 
• All applications for ministry will require written permission from the 
applicant to Harvest to do statewide criminal background searches and 
statewide sexual offender searches on the applicant for every state the 
applicant has lived in over the past seven years. Those background 
searches will be done on each of the applicants. 
• Information on applications and obtained through background 
checks will be held strictly confidential and only be accessible to 
pastoral staff and those clerical persons directly handling the 
applications. 

Workers Must Keep Harvest Informed – Harvest’s volunteers must 
inform Harvest if any information changes in regard to the Volunteer 
Ministry Application. 

Workers must follow the safety policy – Failure on the part of a 
volunteer to abide by the Children’s Handbook policy will be grounds 
to be removed from volunteer ministry. Any volunteer reported, 
caught, or suspected of physically or sexually abusing someone will be 
reported to authorities as required by law. (look into)
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Responsibilities of Harvest’s 
Volunteer Workers
Plurality of Workers in Classrooms – Workers need to know that they are responsible to see that they are not alone 

with children in classrooms. No one shall be alone with any child or teen one on one except in those few 
instances where a parent’s permissions. Even with permission, no such activity is to take place in a room without 
windows or area not visible to high-traffic areas. All programs involving children from fifth grade or under will 
always have plurality of workers in every Sunday School class, small group time, etc. In cases where a helper who 
is scheduled has not shown up, the classroom door must be kept open. Under no circumstances is an adult to 
be alone with one child. Some teen Sunday School classes or small groups may meet with one approved 
teacher, but only in rooms with windows that are uncovered so that activities in that room can been seen from 
outside of that room and only if there is also multiple students.

Physical Touch - Workers must be careful when and how they touch children, youth, and vulnerable adults. The 
following touch is deemed acceptable, but only in public areas:

• Holding a child’s hand is acceptable when that child is in the nursery, preschool, 
and early elementary years of age. It is only acceptable for reasonably limited periods of time, and only when the 
child initiates it, is comfortable with it, or it is for the safety of the child, such as when leading a child from one 
place to another. 

• Holding a child’s, teen’s, or vulnerable adult’s hand of the opposite sex should not be done when that person is 
eight years old or older. Holding a child’s, teen’s, or vulnerable adult’s hand of the same sex in a friendly way is 
acceptable as long as that person is comfortable with it and there is no apparent sexual or romantic connection. 
Even this should be done only for very limited periods of time. 

• Hugging a child, teen, or vulnerable adult should be done with hands only on top of shoulders or on the back of 
the person above the waist. Hugging should be limited to short, quick hugs, except for comforting someone in 
which it may extend longer. 

• Putting an arm around a child, teen, or vulnerable adult is acceptable as long as the worker’s hands are not 
lower than the top of the shoulder. 

• Initiating a frontal hug with a minor of the opposite sex in unacceptable. Side hugs are acceptable and 
encouraged. 

• High-fives and handshakes are acceptable as long as done gently enough not to hurt the child, teen, or 
vulnerable adult. 

• It is almost unavoidable for anyone who takes care of babies to occasionally kiss the baby with a peck on the 
head. We do not consider this unacceptable if done sparingly, unless a parent prohibits it. 

Unacceptable Touching – The following are considered unacceptable touching: 

• Kissing a child, teen, or vulnerable adult other than mentioned above;

• Touching a child, teen, or vulnerable adult anywhere below the belt, or on the 
thorax or abdomen (except when holding a baby or changing a diaper);

• Rubbing or massaging a child, teen, or vulnerable adult anywhere for any length 
of time;

• Hugging a child with the child’s head at the level of a worker’s abdomen; 

• Any touching that makes a child, teen, or vulnerable adult uncomfortable.

• Having a child or teen sit on your lap. If a child or teen sits on a volunteers lap. Volunteer must 
immediately move them to one side on the ground.

14



Responsibilities of Harvest’s 
Volunteer Workers…cont.

• Baby Changing - All baby-changing tables used by workers are 
to be located in public or semi-public areas. Babies are not to 
be taken to the restrooms to be changed by anyone other 
than the parents of the baby.

• Presence of Unscreened Persons - In certain circumstances, 
adults or teens who are not screened or approved may be 
allowed to be in the room with children, teens, or vulnerable 
adults. These adults or teens are not allowed ever to be alone 
with children, teens, or vulnerable adults, but are allowed to 
be there only with the presence of an approved ministry 
worker. Examples of this are:
• Parent’s night in our mid-week club program;

Mothers nursing or comforting their babies in the nursery; 
Parents or grandparents visiting their child’s class. 
Concerts, large events, etc.
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Other Responsibilities
• Room Cleanliness Nursery and Preschool Classes In nursery and preschool classes, 

it is important that rooms, fixtures, and toys are cleaned periodically to prevent the 
passing of germs. Team leaders may call on scheduled parents to help in the 
general cleaning of toys, bedding, etc. 

• Laundry - Team leaders will designate a person to take the laundry home, wash it, 
and return it. Once sheets are clean, an identifier should be put on them to 
indicate that they are clean. Clean cloths should be kept in a designated area in 
tubs. Dirty cloths should be put in pails or sacks that are identified and given to the 
person taking home the laundry. 

• Toys and Fixtures – All toys and fixtures should be thoroughly cleaned at least once 
per week. The Lead Adult Volunteer should ask parents if they would be willing to 
clean one time during the year. Ultimately, team leaders are responsible for room 
cleanliness, whether or not they delegate it to others. Hard toys should be cleaned 
with a dish soap or disinfectant soap in a sink. The use of the dish sanitizer is also a 
viable option for cleaning plastic toys. Fixtures such as baby swings, jumpers, 
counters, changing beds, sleeping pads, and large toys should be sprayed with a 
disinfectant cleaning spray and wiped down. When a worker sees a child putting a 
toy in his or her mouth, or a toy that is drooled on by a child, or a child spits up on 
a toy, this toy should be cleaned at once by that worker or put in a bag or box 
marked “must be cleaned before use.” Adult Volunteers may call on parents 
periodically to assist in cleaning the toys. 

• Floors - Floors are to be swept and vacuumed at the end of the each service.
• Changing Areas - After changing babies, diapers should be put directly in a diaper 

pail lined with a plastic garbage bag. Bags should be taken out of pail and thrown 
away at the end of every day the nursery or preschool is used. Changing area 
should be sprayed and wiped down after each change and at the end of each day. 

• Worker’s Cleanliness - Nursery and preschool rooms that do not have sinks should 
have hand-cleaning areas that include antibacterial soap not requiring water. 
Rooms with sinks have regular antibacterial hand soap. Workers are to wash their 
hands before warming a bottle, distributing snacks, or coming into the room. They 
must also wash their hands after every diaper check or change, cleaning any type 
of body discharge, wiping a child’s nose or your own nose, using the bathroom, 
taking a child to the bathroom, coughing or sneezing, crawling on the floor, or 
taking children outside. Always use clean paper to dry hands off. If at any time a 
worker has open sores on his or her hands, he or she must properly cover the sore 
with a bandage or wear plastic gloves over hands before working in a room with 
children. Plastic gloves are provided and recommended for workers changing 
babies. 

• Children’s Cleanliness - Children should be cleaned with wet-wipes following any 
diaper change. Their hands should be washed after every bathroom use, playing 
with play dough or paint, crawling on a floor, and before eating any snacks.
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Cleaning

• Every surface must be wiped down before the first 
service and after the conclusion of each service. 
• Spray disinfectant on surface
• Do not wipe off
• Allow time for spray to dry (this is how germs are killed)

• Any and all toys that were used or in the room 
must be taken out and sanitized.
• Kiosks and Check-in Stations will be cleaned and 

sanitized before the first service and following the 
conclusion of services.
• Volunteers must wash their hands before entering 

classroom and after the conclusion of their time 
helping.
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Classroom Staffing
Besides requiring plurality of workers to prevent sexual or physical 
abuse, it is also necessary to maintain a safe worker-to-child ratio in 
classrooms with smaller children. Minimum worker-to-child ratios are 
established for all childcare rooms and classrooms for children, infant 
through first grade.
We also require a few things when male teachers are involved. They are not to
change diapers or go into the restroom with a child. They need to have another 
female helper or teacher in the room.  This protects our teachers just as much as our
children.
Minimum ratios. The following minimum classroom ratios must be 
adhered to.

• Staff Arrival – Those individuals working in a room must arrive at least 
fifteen minutes before the start time. If workers need to drop off their 
children in a room other than the one they are working in, they should 
bring their children with them to the room in which they are working. When 
another leader or worker arrives in the room they are working in, they can 
take turns taking their own children to their respective rooms. 

• Overstaffed? - If a room has more workers than needed due to low 
•numbers of children attending, leaders will instruct one or two workers to 
•check other rooms that may be short staffed that day. 

Class Infant/nursery Walkers Preschool K-5
Ratios: 
Worker to 
Child

1:3 1:5 1:9 1:15
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Mandatory Reporting of Abuse
What should be reported? Washington State Law requires the reporting of abuse to 
the authorities. There are many different scenarios that must be reported if we 
become aware of them. Harvest Community Church Staff and, or, board members 
knowing of an abuse are obligated to report the abuse as soon as they become aware 
of it. The following are instances of abuse that must be reported.

• If, during consoling, the child, teen, or vulnerable adult being counseled states that 
he or she was physically or sexually abused by someone, whether in the church, in 
their family, or someone outside of the church or their family, the counselor is 
obligated to report it. 

• If it is reported that someone has witnessed abuse taking place on Harvest’s 
premises or by one of Harvest’s ministries off premises and that abuse is reported 
to a pastor or board member, the pastor or board member is obligated to report 
the offense. 

• If a volunteer, pastor, or board member witnesses or is made aware of any abuse 
done by anyone to anyone on Harvest’s premises or one of Harvest’s ministries, 
this abuse must be reported. 

• If any staff or volunteer worker is suspicious of abuse, this abuse should be 
reported to an appropriate pastor, and the pastoral staff will decide together 
whether the suspicions warrant contacting authorities. Some suspicious signs that 
should be taken seriously include: 

• Consistently poor hygiene or inappropriate clothing for weather; 

• Inattention to medical problems or other indications of a lack of home 
supervision; 

• A sudden change of behavior such as unusually passive, aggressive, or regressed 
behavior; 

• Expression of pain in genital area; 

• Unusual talk or interest in genital area; 

• Not wanting to be with a particular person; 

• Age-inappropriate expression of affection; 

• Paintings or drawings depicting unclothed people; 

• Playing with dolls in a sexually explicit manner. 
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Mandatory Reporting of Abuse
continued..
• Reporting procedure - volunteer. Upon being made aware of or 

witnessing any abuse, a volunteer should immediately report said abuse 
to a pastor or ministry staff in charge of the area of ministry in which the 
abuse took place. However, if the person being suspected of abuse is the 
pastor or ministry staff in charge, the abuse should be reported directly 
to the senior pastor. Details of what is known about the abuse should be 
put into writing on an Incident Report (See Appendix B) in as much detail 
as possible. It will be the responsibility of the pastor to report the 
offense to the proper authorities.

• Reporting procedure – pastor. Any pastor who is aware of abuse must 
report the abuse to the Yakima Police Department at 509-575-6200. The 
person reporting the abuse should identify himself and ask to speak to a 
detective who can handle the matter. In some cases, the Law 
Enforcement Center may ask you also to report the abuse to the 
Department of Social Services. This reporting is only requested in cases 
involving known abuse between family members. The Law Enforcement 
Center will take our statement and investigate the matter. It is important 
that the persons doing the contacting also formulate a written statement 
and mail the written statement to the Law Enforcement Center as a 
follow-up to the phone call.

• Other necessary contacts – Any abuse taking place on Harvest’s 
premises or as a part of one of Harvest’s ministries should also be 
reported to Harvest’s liability insurance carrier – Brotherhood Mutual. 
This should be done through the person doing the insurance 
coordinating for the church. We may find it necessary also to contact an 
attorney if Harvest could be held liable in any matter or negligence.

• Courtesy communication to worker – In the event one of Harvest’s 
volunteer or paid workers is implicated in any situation involving abuse, 
the pastor or Elder Board person reporting the abuse to the authorities 
will, as a courtesy to our volunteer worker, communicate to the worker 
that Harvest is here to offer loving support. We will inform the worker, 
however, that we must report the incident to law enforcement whether 
or not he or she is guilty, and it will be up to law enforcement to press 
charges or exonerate the worker based on evidence.
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Mandatory Reporting Flow Chart 
 Ministry 

Volunteer has a 
concern for the 
safety of a child 
or student 

Ministry 
Assistant has a 
concern for the 
safety of a child 
or student 

Pastoral Staff 
has a concern 
for the safety of 
a child or 
student 

Ministry Pastor 
has a concern 
for the safety of 
a child or 
student 

Senior Pastor 
has a concern 
for the safety of 
a child or 
student 

Is the Child’s safety 
concern due to 

external 
environment 
(home, stc.)? 

 

Does the incident 
involve a peer 

minister leader? 

 

N o 

Does this incident 
involve a Ministry 

Assistant of a 
program? 

 

Does the incident 
involve a pastor 
other than the 
Senior Pastor? 

 

Does the incident 
involve the Senior 

Pastor? 

 

N o 

N o 

N o 

Report incident to 
ministry assistant 

or Pastor in charge 
of ministry in 

which incident 
occurred.  

Report incident to  
the pastor in 
charge of the 

ministry area in 
which the abuse 

occered.  

Report incident to 
Senior Pastor and 

Elder Board.  

Report incident to 
the Elder Board 

Yes 

Yes 

1) Contact Local Law 
Enforcement.  
(509) 575-6200)  

2) Pastoral Staff and 
Elder board informed 
about incident. 
3) Ministry and care 
given for children and 
families that were 
involved. 
4) Suspect advised 
and removed from 
ministry. 
5) Harvest’s liability 
insurance provider 
advised. 
5) Legal counsel 
recommended. 

Complete Incident 
Report. Is the 

incident deemed 
reportable? 

Complete Incident 
Report. Is the 

incident deemed 
reportable? 

Pastoral Staff 
and Elder Board 
are informed of 
incident. 

Pastoral Staff 
and Elder Board 
are informed of 
incident. 

1) Contact Local Law 
Enforcement.  
(509) 575-6200)  

2) Pastoral Staff and 
Elder board informed 
about incident. 
3) Ministry and care 
given for children and 
families that were 
involved. 
4) Suspect advised 
and removed from 
ministry. 
5) Harvest’s liability 
insurance provider 
advised. 
6) Legal counsel 
advised. 
7) District 
superintendent 
contacted. 
(Trevor Greene, 509-
573-7001) 

Yes 

Yes 

Yes 

Yes 

N o 
v

 

N o 
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Illness Policy
Harvest Community Church wants to do all we can to prevent the spreading of 
illnesses in our nurseries, preschools and kids program. We ask that children be 
kept at home with any of the following symptoms and/or illnesses:
• Fever greater than 101 degrees Fahrenheit 

• Runny nose - when discharge in not clear 

• Questionable rashes 

• Heavy coughing 

• Diarrhea 

• Active chicken pox or measles 

• Mumps 

• Conjunctivitis (Pink Eye) 

• Strep throat or other infection for which they have been on antibiotics for 
less than 24 
hours 

• Head lice - It is recommended that a child not be around other children for at 
least 48 
hours following the beginning of treatment. 
If a baby or toddler has a continually clear-runny nose or rash due to non-
contagious allergies, parents should inform team leaders of the child’s status. 
Harvest realizes that some symptoms hang on long after the child is no longer 
contagious. 

Parents or workers with the above symptoms must also refrain from working in 
the nursery, preschool, or kids program. They should consult their schedule and 
first try to switch with someone in an upcoming week. If this does not work, 
contact a team leader, Children’s Ministry Assistant or the Youth and Family 
Pastor. An emergency replacement will be located for the worker.
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First Aid

Basic First-Aid kits are available in the ushers cart. Harvest is blessed to have 
many people, including our Security team, doctors and nurses, who are regular 
attendees and well trained in first aid. These persons can be summoned 
immediately in case of severe injury. In case of injury, follow these guidelines. 

• Should a Child Sustain Any Injury, leaders in charge should follow basic first-
aid guidelines found in the First-Aid kits. If the injury is serious, call 911. If you 
are unsure, ask someone else, or, if possible, locate a doctor or nurse who 
may be available. The person trained in first aid will determine when and if 
911 should be called in any injury. However, if there is any question as to the 
seriousness and a trained professional is not available, call 911. Continue 
trying to locate a trained nurse or doctor. 

• Report all injuries to parents as soon as they can be located, assuming 
parents are not present when the injury happens. 

• Incident Reporting – Leaders must write a detailed report of the incident on 
an Incident Report sheet (See Appendix C). The information provided should 
answer the basic questions, Who? What? Where? When? How?, as well as 
what action was taken. The report should be turned in to the Children’s 
Pastor or overseeing pastor of that particular ministry. 

• Supplies – Always contact a pastor if supplies in the first aid kit are getting 
low. First aid supplies are kept in the Ushers Cart. 

• Medication – No medication is to be given to any child without parents’ 
permission and expressed knowledge. No Ibuprofen or Tylenol may be 
stocked in medicine cabinets. No cream ointments may be applied to skin 
without parents’ permission. All medications given must be provided by the 
child’s parents.
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Blood Borne Pathogen Exposure 
Universal Precautions
These procedures should be followed whenever there is any running of blood 
including nosebleeds, tooth loss, or open cuts and wounds:

• Whenever you have a bleeding child, have the child stay in one spot. Bring 
first aid to him or her - do not take him or her to a bathroom or other 
cleaning area. Any area where blood has dripped must be cleaned according 
to BBPE procedure shown below. Gloves are provided in all first aid kits in 
rooms. Gloves must be worn when coming in contact with blood from others 
or when cleaning up vomit or feces. They are also preferred whenever 
diapers are changed or a worker otherwise comes in contact with urine. Once 
gloved, a worker treating gushing blood of a wound must apply pressure to 
wound. Keep pressure on until a person trained in first aid arrives. Dispose of 
gloves in a plastic lined waste container. Wash your hands thoroughly and dry 
them with disposable towels.

• Clean up spills by:

• Scrubbing with warm, soapy water. 

• Rinsing with clean, clear water.

• Disinfecting with solution of one part bleach, five parts water. A spray bottle 
is available from the custodial staff. 

• All blood stained clothing or cleaning rags should be put immediately into a 
plastic bag and labeled so parents can take them home to wash. If a worker’s 
clothes are stained, they should go home and change. Harvest shirts are 
available to get workers through the morning if it is not convenient to go 
home. Also, perhaps someone living near the church could go to his or her 
home and get the worker a temporary clothing replacement. However, 
borrowed clothes that are worn over clothes with blood on them should be 
washed before they are returned. Under no circumstance should a worker 
continue to work with children with blood on his or her clothing.
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Child Identification Procedures
• Child Tags – For all ages, children can be identified 

by their name tag. Two people are involved at 
check-in. One is the parent and one is the worker 
who is receiving the child. This worker must 
immediately identify this child with a name-tag 
printed from the Check-in Kiosk. Parents should stay 
with their child until the proper name tag is placed 
to the child’s clothing. Once the parent has signed 
the child in and the name-tag is pinned to his or her 
clothing, the parent is free to go. When picking up 
the child, the parent must show their tag with the 
child’s name and number. 

• Paging - When a parent has been paged, the paging 
number is their child’s number assigned to them by 
Breeze. When the parent is paged, the parent 
should bring the tag printed for them at check in to 
the class to visit the child. If the parent doesn’t have 
the tag, he or she should retrieve either and bring it 
to the classroom before visiting the child.
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Record Keeping

Record keeping is one of the most important protections 
for Harvest and its children. Records are the only memory 
we will have of incidents, problems, and compliance to 
Harvest’s policy years down the road. All records 
regarding children are to be kept for 7 years before 
destroying. It is Harvest’s policy to keep the following 
records in a safe and orderly fashion.
Attendance Records - Every team leader or teacher in 
every class must take roll early in class and maintain the 
record throughout class. This record must show who is 
here during which particular period of time. These should 
be kept orderly by dates. The record is important for 
three reasons:

• We need to have a good record during a possible evacuation; 

• We need it for future reference in case there is ever a legal 
action against Harvest; 

• We use it to determine space and staffing needs.
In addition to the children’s names, the Attendance Record 
must indicate who is working in the room during which time 
slot. Every event involving children and youth at Harvest 
should have an attendance sheet kept on file, including 
Sunday School, club programs, youth meetings, home Bible 
clubs, and any nursery care provided on premises. 
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Record Keeping …continued

Incident Reports - Certain things that happen at Harvest 
need to be written down and put on file as reference for 
future investigations into the matter. The logging of these 
events is called an Incident Report. (See Appendix B) 
Examples of things that should be reported are:

• A disciplinary action which would be any action removing a 
child from the classroom; 

• Any accidental or non-accidental injury to a child by anyone 
including another child; 

• Any dispensing of first aid; 

• Any child coming into a class with unusual bruises or injuries, 
even if those bruises or injuries have been explained to be 
accidental;

Children who are particularly defiant, rebellious, or cruel 
to other children; 

Anytime you see a worker acting in a way unbecoming to 
the ministry at Harvest. 
This would include seeing another worker ignoring any of 
the safety policies in this manual.
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Record Keeping…continued

Other Documents – Any other documents used in 
whole or in part to fulfill the requirements of the Safe 
Place policy must be kept on file. These include but 
are not limited to:

• Health forms and insurance forms used for overnight 
trips and activities of youth. 

• Any form releasing Harvest from any liability or injury 
during certain events. 

• Ministry Volunteer Applications and documentation 
reviewed in the screening 
process including references, screening reports, etc. 

28



Appendix A

Application has been moved Online!

Places to Apply
• Website

• www.harvestcommunitychurch.com
• Breeze
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Appendix B

Teachers or volunteers should complete this form if any of the following takes place in their classroom.

• A child comes into the classroom with notable injuries.

• A child is injured while in the classroom.

• A child is hurt or injured while in the classroom by a teacher, helper or by environmental hazards.

• A child is in a serious fight with another child.

• A child complains of pain, illness or another symptom.

• A teacher or volunteer uses any foul language in the presence of children.

• A teacher feels it necessary to severely scold or otherwise discipline a child.

• Any worker or attendee of Harvest has engaged in or witnessed any type of sexual or violent abuse of a child, youth or vulnerable adult.

Date this report is being completed___________________ Date of incident _____________________

Time of incident ___________ Location of incident _________________________________________

Name of person completing this report __________________________ Position or title ___________

Please describe incident as concisely as possible while including all necessary information. Use back of form to add 
additional information

Who was involved?

What happened?

Who else witnessed the incident?

Why did this happen?

What circumstances occurred beforehand that led up to this incident?

What, if anything, could have been done to prevent this or any further such incidents?

Have the parents been notified of this incident? If yes, date: ____________________ Authorized by: _______________

Please turn form into the pastor overseeing the area the incident took place. If there is a question turn the form in to a 
pastor.

Harvest Community Church 
Incident Report
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