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Purpose 

Westside Family Fellowship is committed to providing a safe and secure environment for all 
children entrusted to our care. The following policies outline the standards and procedures to 
establish clear standard for all volunteers, staff, and parents and guardians ensuring the 
protection of all children and volunteers. It is our commitment to provide reasonable protective 
care to all preschoolers, children and youth attending any programs facilitated by Westside 
Family Fellowship. 
 
Child (Children) means a person under the age of 18 years and includes a youth unless 
specifically stated otherwise. 
 
Policies and Procedures 
 

1.​ Volunteer Staffing Standard 
a.​ Best Practice: A minimum of two screened adult volunteers (aged 18 and older) 

should be present in each classroom or program. 
b.​ In cases where two screened adults are not available, one screened adult volunteer 

may serve with one youth helper. Youth helpers are considered support only and 
are not counted as the second adult. 

c.​ No volunteer (adult or youth) is ever to be left alone in the classroom or with a child. 
d.​ Classrooms must maintain visibility through open doors or uncovered interior 

windows. 

2.​ Screening and Training 
a.​ All volunteers, including youth helpers, must complete an application. 
b.​ All adult volunteers (18 and older) must submit a current Criminal Record and 

Vulnerable Sector Review before serving. 
c.​ All volunteers must participate in annual training including reviewing child 

protection and safety procedures. 
d.​ All volunteers must sign a Lifestyle and Morality Statement, affirming their 

agreement to model Christ-like behaviour inside and outside the ministry context. 

3.​ Check-In and Check-Out 
a.​ Preschool (ages 3–5): Every child must be signed in using the check-in system 

and provided a name tag. Parents/guardians will receive a security tag, which must 
be presented at pick-up. Children will only be released to the adult presenting the 
corresponding tag. 
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b.​ Elementary (Kindergarten–Grade 5): At check-in, parents/guardians must indicate 

whether their child will be released independently at dismissal or picked up by an 
adult. This instruction will be recorded at check-in and followed by the volunteers. 

4.​ Bathroom Procedures 
a.​ Volunteers are not authorized to assist children with toileting. 
b.​ Preschool: If a child requires the bathroom, parents/guardians will be contacted 

through the check-in system to assist.  
i.​ Children may not go to the bathroom alone while in the care of volunteers. 

Parents/guardians must be contacted. 
c.​ Elementary: Children may go in pairs using the buddy system. If the children do not 

return within five minutes, both parents/guardians will be contacted. 
d.​ No volunteer may accompany a child into a bathroom stall or be alone with a child 

in the bathroom. 

5.​ Ratios 
a.​ Westside recognizes that Sunday School programs are not licensed childcare; 

however, safe ratios are maintained as a standard of care. For preschool (ages 
3–5), the target ratio is one screened adult for every eight children (1:8). For 
elementary (K–5), the target ratio is one screened adult for every twelve children 
(1:12). Youth helpers provide support but are not included in adult-to-child ratios. 

6.​ Appropriate Conduct 
a.​ Touch is an essential responsibility in nurturing lives. Volunteers need to be aware 

of, and sensitive to, differences in sexual development, cultural differences, family 
backgrounds, individual personalities and special needs. Physical contact with 
children should be age and developmentally appropriate but should never occur 
when alone with a child or youth. 

i.​ Volunteers must ensure that all physical contact and communication with 
children is appropriate, limited, observable, and based solely on the 
needs of the child.  

ii.​ Volunteers must not seek emotional or physical support from children. 
b.​ Acceptable forms of physical touch include: 

i.​ High-fives and fist bumps. These are preferred as the most consistent and 
safe forms of physical affirmation. 

ii.​ Taking a child’s hand to leading him/her to an activity 
iii.​ Putting a hand briefly on the shoulder of a child who needs quieting or 

comforting 
iv.​ Holding a preschool child who is crying 
v.​ Prayer-related contact such as holding a child’s hand or placing a hand on 

their shoulder, provided the child gives consent. Volunteers must explicitly 
ask permission before initiating this contact. 

vi.​ Hugs: 
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●​ Spontaneous child-initiated hugs: Volunteers may accept 

spontaneous hugs initiated by a child. These interactions must remain 
brief and appropriate. 

●​ Requested hugs: When a child requests a hug, volunteers should 
respond in a way that draws attention to the interaction (e.g., stating 
aloud, “You would like a hug? I can give you a hug.”). 

●​ Side hugs are the preferred practice whenever possible. 
●​ All hugs must remain brief, appropriate, and within sight of others. 

vii.​ Lap-sitting: Permitted only with preschool children, and only if initiated by 
the child or clearly required for comfort to participate. Volunteers must never 
restrain a child on their lap or prevent the child from getting up. The 
volunteer’s hands must remain visible at all times (e.g., resting on knees, 
hips, or floor). 

c.​ The following are strictly prohibited: Touching any areas that would be covered 
by a bathing suit, roughhousing or wrestling, kissing, extended hugging, carrying 
older children or having them sit on your lap, coaxing a child to touch you. 

d.​ Volunteers may not take photos or videos of children on their personal devices. 
i.​ Photography or video of children is only permitted by authorized church 

personnel using church-owned devices for ministry purposes, with prior 
parental consent. 

e.​ Private conversations with children must occur in visible, open spaces, within sight 
of another volunteer or in a public area. 

7.​ Behaviour and Discipline 
a.​ Only positive redirection and encouragement are permitted. 
b.​ Volunteers may not use physical discipline, raised voices, or shaming language. 
c.​ If a child remains disruptive, the parent/guardian will be contacted through the 

check-in system to sit with their child or remove them from the classroom. 
d.​ If a child at any time poses an immediate risk to the safety of themselves or others, 

the Classroom Assistant will immediately move the other children to a safe location 
outside the classroom. The Teacher will remain nearby with the child, maintaining 
appropriate supervision and distance, and will contact the Children’s Ministry 
Coordinator and the child’s parent/guardian through the KidCheck system for 
immediate assistance. Volunteers are not permitted to physically restrain a child. 
The incident will be documented following the ministry’s incident-reporting 
procedures. 

8.​ Health and Allergies 
a.​ Parents/guardians are responsible for providing accurate allergy and medical 

information on the required form when their child first enters the Children’s Ministry 
program. Parents/guardians are responsible for notifying of any changes to ensure 
their child’s information remains current. 

b.​ Allergy information will be printed on each child’s name tag and must be checked by 
volunteers. 
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c.​ Children and volunteers must be free from fever, vomiting, or contagious illness for 

at least 24 hours before participating. 

9.​ Emergency Procedures 
a.​ Fire/Evacuation: Follow posted routes. 

Kindergarten Room: Exit through the classroom entrance to the field. 
South Room: Exit through the back door to the field. 
Volunteers remain with children until released to parents/guardians. 

b.​ Medical Emergency: One volunteer remains with the child while another contacts 
parents and leadership immediately. Call 911 as required. 

c.​ Incident Reports: An Incident Report Form must be completed for any injury, 
behavioural concern, or safety issue and submitted the same day to the Children’s 
Ministry Coordinator. Reports are confidential and securely stored. 

10.​Suspected or Disclosed Abuse 
a.​ Under the Child, Family and Community Service Act (BC), every individual who 

has reason to believe a child may be abused or neglected is legally required to 
report the concern to a Child Protection Social Worker (MCFD) or police. This 
responsibility applies to all volunteers. 

b.​ Volunteers must immediately inform the Children’s Ministry Coordinator, who will 
support them in making the required report. 

c.​ Volunteers are not to investigate but must record the facts objectively. 

11.​Confidentiality 
a.​ Information shared about children and families is confidential and must not be 

discussed outside of ministry needs. 
b.​ Volunteers may not engage in private texting, emailing, or messaging with children. 

12.​ Volunteer and Staff Accountability 
a.​ All volunteers are expected to uphold the Lifestyle and Morality Statement as 

representatives of Christ and Westside Family Fellowship. 
b.​ Volunteers must inform the NextGen Director and/or church leadership of any 

change in eligibility to serve (e.g., new criminal charge, significant personal concern, 
or inability to uphold the Lifestyle and Morality Statement). 

c.​ This is not intended to condemn but to protect children, volunteers, and the church. 
Leadership will work with volunteers in confidence to provide support and 
accountability. 
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