KEEPING KIDS SAFE

CCCM seeks to provide a safe and secure environment by protecting kids from incidents of misconduct or inappropriate behavior.

For more detailed information on Keeping Kids Safe visit: children.cccm.com/vbs2024 
Click on the Administration/Schedule link.

SEE SOMETHING, SAY SOMETHING
· Only authorized people are allowed in classrooms.
· No one should be hanging around in hallways.
· No one should be hanging around restrooms.
· IMPORTANT: Make sure to always wear your name badge so others know you are serving at VBS.
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· Each class will have a radio.
· Do a radio check at the beginning of class:
· Hold the side button down until you hear a beep. 
· Wait 1 second then start talking.
· “Security, this is Kids Church, room **, for a radio check.”
· Wait for a response.
· Contact Security (Channel 1) with ANYTHING suspicious.
· Take the radio with you wherever you go.
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· Each class will have a Safety Bucket.
· Keep the bucket by the door for easy access.
· Become familiar with what is in the bucket.
· Let us know if you use something in the bucket 
so it can be replenished.
· Take the bucket with you to the field in an emergency.

CLASS CLIPBOARD
· Contents:
· Roster Sheets
· Incident Reports
· Evacuation Map
· Take the clipboard with you wherever you go.

LOCK DOWN
· When there is an announcement for a lock down or if you believe there is an immediate danger, follow the procedures below.
· Classroom doors are to remain locked during class time. Teachers will make sure door is secure, lock all windows, turn off the lights, and close blinds.
· Students will be directed to area farthest from the windows and/or door inside the classroom.
· Students must stay quiet and await instructions.
· Use a “Hide, Fight, or Flight” protocol depending on the situation.
· If students are outside, students should quickly proceed away from school grounds. They should meet at Gate 8 (near Calvary Elementary Field) and proceed to the Post Office on Sunflower, OR corner parking lot near Fairview and MacArthur and proceed across the street.
· When it is safe to do so, the teacher should confirm attendance. If a student is missing from class or an extra student is in the classroom —advise your Coordinator their name and attendance status.
· After security or local authorities have given an “all clear” an announcement from the speaker system will give further instructions. Follow administrative instructions, which may include resuming class or leading students to the designated area.
· Shelter in Place: If you hear an announcement to Shelter in Place, keep your door locked and do not let students leave your classroom.

EARTHQUAKE
· In the event of an earthquake drill, duck and cover under your desk. Hold your desk until further notice. Follow the instructions given over the loud speaker. 
· If the building is shaking, it is not a drill. Duck and cover under your desk. Hold your desk until the shaking stops. Keep in mind there will be aftershocks.
· When the shaking or alarm stops, evaluate the medical condition of the staff and students and the safety of the building.
· If it is necessary and safe to do so, treat critically injured students (ie: stop the bleed).
· When it is safe to do so, check in with adjacent classrooms to see if assistance is needed. Line up inside, take the safety bucket, and lead your class to the designated area in two lines.
· The teacher will go first and periodically stop to ensure lines are quiet and orderly.
· Once the class has arrived at the Calvary Elementary Field (softball field), the teacher will take attendance.
· The teacher will look for an administrator and give a thumbs up if all students are present at the designated area. The teacher will raise their hand if a student is missing or there is a need.

FIRE DRILL
· If an alarm is heard, follow the instructions given over the loud speaker.
· If you don’t hear instructions, cautiously look outside.
· If there is no evident danger, the teacher should line their class up inside, take the safety bucket, and lead their class to the Elementary Field in two separate lines. 
· The teacher will go first and periodically stop to ensure lines are quiet and orderly.
· Once the class has arrived at the Calvary Elementary Field (softball field), the teacher will take attendance.
· The teacher will look for an administrator and give a thumbs up if all students are present at the designated area. The teacher will raise their hand if a student is missing or there is a need.



YOUTH PROTECTION POLICIES

OBSERVABLE + INTERRUPTIBLE
· Two adults must be present at all times with the kids.
· Doors closed and locked, but BLINDS OPEN.
· You should never be alone with a child or teen.

APPROPRIATE PHYSICAL INTERACTION
Be Cautious and Refrain From:
· Touching where a child would be uncomfortable. 
· Tickling & poking.
· Frontal hugs & lap sitting.

CHECK-IN/CHECK-OUT
· We use an electronic check-in system for security.
· During check-out if the adult does not have a security tag—DO NOT RELEASE THE CHILD.
· Contact a Coordinator for any issues.

SICK POLICY
· We desire a healthy environment for all attending and serving at VBS. We will not be able to check-in kids with:
· Fever, runny nose, cough.
· Eye or skin infections or rashes.
· Communicable diseases.
· Do not make the child or parent feel bad, but be gracious and kind and pray for the child.
· Get a Coordinator if needed.

DISCIPLINE
· We desire to have an environment where kids feel welcome and valued, therefore please use love, grace, and mercy when correcting a child:
· No corporal punishment.
· No verbally abusive language.
· No shaming or exclusion because of behavior issues.
· For severe and dangerous behavior issues, please contact your Coordinator to handle the child.
· Use care in talking to parents about their child’s behavior and preferably have a Coordinator deal with any discussion regarding the child’s behavior issues.

RESTROOMS
· Best practice: GO AS A CLASS.
· Only females may take kids to the restroom.
· Check to make sure the restroom is clear - NO ADULTS.

PHOTOS
· Only Church photographer can take photos of kids.
· Parents need to sign a photo release.
· Only Church administration can post kids photos on Social Media.

INCIDENT REPORTS
REPORT ALL INCIDENTS INCLUDING:
· Injuries.
· Classroom damage.
· Unsafe toys or situations.
· Unusual or alarming situations that occurred.

CHECK-IN/OUT POLICIES
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CHECK-IN
· The check-in/out volunteer must be an adult.
· An adult must drop off and pick up the child.
· When kids arrive, put one name sticker on the Roster sheet and one sticker on the back of their lanyard name tag.
· Parent will keep the tag with the security barcode. They will need this to pick up their child.
· Make sure kids are checking into the right room. If room number is different on the sticker, they will need to go back to the check-in area to have it resolved.
· Make note of any allergies on the sticker and highlight so everyone is aware.


CHECK-OUT
· An adult with the security tag (either printed or on their phone) must check out the child. 
· If they do not have a tag, please call for a coordinator to talk to the adult.
· See tutorial at children.cccm.com/vbs2024 Click on the Administration/Schedule link.
· Only check out the kid(s) that are in your class.
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Check-Out Security Code On a Phone
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