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What is included in this workbook? 

Simply Safe is a training resource for leaders working with children and young people... 

his Workbook accompanies the Simply Safe video. Together they provide a training resource for 
leaders working with children and young people. 
 
The Simply Safe video is divided into sections and focuses on particular ministries with children and 

young people. Each session has an introductory video that runs between 5 and 10 minutes. The workbook and 
discussion would then usually take between 15 and 20 minutes for each session. You donõt have to complete 
them all ð just the ones that apply to you.  

NOTE: The first two sections are general sessions about duty of care, good housekeeping 
and working with kids and managing behaviour. These apply to all leaders. 

At the end of each session there is a Health Check that you can use to assess whether your ministry with kids is 
safe. 

1. Duty of Care & Good Housekeeping 

2. Working with Kids and Managing Behaviour 

3. Teaching under 5õs & cr¯che 

4. Playgroup 

5. Kidsõ Church or Sunday School 

6. Mid-week kids club or Holiday club 

7. Youth Group 

8. Useful forms 

 

Before you 

begin 

 

T 
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IMPORTANT! Simply Safe is intended as just thaté a simple check to see if the activities you provide for 
children and young people are conducted in a safe environment and in line with Breaking the Silence.  

Simply Safe is not comprehensive and will not address all the issues you may face. You should consider all your 
practices in light of the Breaking the Silence Code of Conduct. 

Importantly, this training is not intended to replace Breaking the Silence in any way, and if you are unfamiliar with 
your responsibilities under Breaking the Silence then you should seek advice immediately. 

If you have any concerns or questions contact the Child Protection Unit on (02) 9690 9324 or 
emcclean@pcnsw.org.au. You may also find the information you need at www.pssd.org.au under òChild 
Protection Unitó. 

In New South Wales, Simply Safe is to be used in conjunction with the information contained in the Insurance 
and Claims Procedure Manual Congregation Edition ð June 2007 and any subsequent advices from the 
Insurance Manager of the Presbyterian Church of Australian NSW. In other States and Territories the 
appropriate insurance procedures should also be observed. 
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Duty of care & good housekeeping 

Duty of care is about your actions... 

Video  
 
Turn the video on. Listen carefully to the introduction section before returning to read the following 
information.  

 
Notes:________________________________________________________________________ 

 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
 
A duty of care exists when your actions could be reasonably expected to affect another person. As a leader 
working with children and young people you have a duty of care towards them and your co-leaders, and 
potentially others that you may come into contact with.  
 
Duty of care is your obligation to act as a reasonable person towards others in whatever circumstances 
arise in your position as a leader. Your actions should be made with care, attention, caution, and common 
sense. If they are not, then you may breach your duty of care. 
 

Section 

1 
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If you are not paid by the church to work with children and young people then the church is responsible 
for your actions as a volunteer. This is why under Breaking the Silence you have been provided with 
training, a Code of Conduct, Our Policy, and a clear job description. If you do not have a copy please 
contact the Child Protection Unit.  
 
To minimise the risk of breaching your duty of care: 

Á Complete the Six-monthly General Health Check at the end of this section to look for general 
risks. Take steps to minimise the risks. 

Á Use the 10 Minute Health Checks to look for risks in your particular ministries. Take steps to 
minimise the risks. 

Á When you see a situation that may be dangerous take action. 

Á Do nothing to harm any person. 

Á If you are unsure of what to do in a situation, seek advice. 

Á Complete the Breaking the Silence: An Introduction training course at least every three years. 

Á Complete training each year, like this Simply Safe course, that helps you stay aware of child 
protection requirements.  

Á Be fully aware of the Breaking the Silence requirements, in particular the Code of Conduct.  

Á Know and acknowledge the limit of your own abilities and expertise seek assistance in situations 
that are beyond your limits. 

 
Managing risks is a major factor in helping to reduce the likelihood of those risks which may cause 
incidents or accidents resulting in personal injury or damage to property. The following are some good 
housekeeping ideas to help you create a safe place. 
 
 

Administration 
  
Keeping parents informed and providing leaders with information about children and young people is an 
important part of making our ministries safe. You should consider the following: 

Á You could send out a general letter to parents / carers at the beginning of each year to inform them of 
who the leaders are, what the group is about and any child protection matters, for example your policy 
on drop-off and pick-up arrangements. 

Á Providing parents / carers with regular information about activities will allow them to make informed 
decisions about their children. Consider sending out a newsletter each term. 

Á You should have an attendance list so that you know which children were in attendance on a particular 
day. It also helps you see when kids have been away for a while so that you can get in touch to see if 
everything is OK. An example attendance list is provided for you in Section 8. 

Á You should have a registration form for activities where parents are not present (such as Holiday Club, 
Mid-Week Kids Club and Youth Group) so that you have all the information you need about a child or 
young person. An example registration form is provided for you in Section 8. 

Á You should have a sign-in / sign-out sheet for activities involving children where parents are not 
present. This should be signed by parents / carers or other authorised adult as provided on the 
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registration form. It is very important that children are not allowed to leave with a person other than 
those approved by their parents / carers. An example of a sign-in/sign-out form is provided for 
you in Section 8. 

Á You must use the insurance approved permission note / liability release for all hazardous activities. 
Hazardous activities are deemed to be: abseiling/rock climbing (indoor and outdoor), billy carting/go 
carting/riding on the back of utes, bungy jumping, bush walking (on and off track), 
kayaking/rafting/canoeing, caving, cross country running (on and off track), fishing (in boats and on 
rocks), high and low ropes activities, horse riding, ice skating/sliding and surfing, initiative and 
challenge tasks (problem solving games, sporting challenges), mechanical rides (eg. bucking bulls, etc.), 
obstacle courses, orienteering/regaining (map and compass navigation), paint balls shooting, 
parachuting, parasailing, scuba diving/snorkeling/surfing, skiing, snow boarding, swimming (fresh and 
salt water). The NSW document is provided for you in Section 8. 

Á You must have a permission note for all activities that are òoff-siteó or involve travel of any kind. An 
example of an òoff-siteó or travel permission note is provided for you in Section 8. 

 
Remember, you need to keep records in a secure place as they contain personal information. You also need 
to keep them until the children participating reach 25 years of age so set up a good filing system now. 
 
 

Transportation 
  
The Code of Conduct states that òyou will not drive a child or young person unaccompanied.ó This is not 
intended to stop you doing ministry with children or young people. It is intended to make you stop and 
think about how you do it so that the risks associated with driving children and young people 
unaccompanied are minimised. 
 
This point of the Code can be changed, with the approval of Session, who will formally record the change 
as a minute. To make the changes, Session will: 
¶ assess the risk involved, 
¶ if necessary, obtain appropriate written permission from parents and/or guardians, 
¶ determine the people, times and places to be included in the provision, 
¶ set a period of time for the change to be valid, and 
¶ amend the Code of Conduct poster, brochures etc for the appropriate group. 

 
Before a child or young person travels with a group or is driven in a car or bus by a person associated with the 
church for any reason, you must have a permission note signed by the child or young personõs parent / carer. An 
example of an òoff-siteó or travel permission note is provided for you in Section 8. 
 
You must consider the following before you provide transport of any kind: 

Á There must never be more passengers in the car than there are functioning seat belts. 

Á All vehicles used must be registered and in good working order. 

Á All drivers must be licensed. It is preferable that all drivers have their full license; however where it is 
necessary for a driver with a provisional license to provide transport this will be clearly stated on the 
permission note so that parents can make an informed decision. 
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Á All drivers must be aware of their responsibilities to provide safe transport and take every precaution to 
ensure that their passengers are safe. 

 

 

Medication 
 
During activities it is not uncommon that a child or young person may have a mild complaint such as a 
headache and request a non-prescription medication e.g. paracetamol. These non-prescription medications 
should only be given when the child or young personõs parent / carer has given permission, either on a 
registration form or verbally following a ôphone call at the time. An example of  parental permission is 
provided for you in the sample registration form in Section 8. 
 
In some instances you may have a child or young person attending an event or a programme who needs to 
use prescription medication. For example, a diabetic or a child taking anti-biotics. In this case the parent / 
carer must provide clear, written instructions and permission.  
 
In the case of chronic illnesses, for example, diabetes, epilepsy, allergies or anaphylaxis which may require 
ongoing medication, emergency medication treatment or first aid, all appropriate leaders should be 
informed and aware of what is required. If necessary, a first aid plan and emergency management plan 
should be provided by the childõs doctor.  
 
All medication, both prescription and non-prescription, should preferably be administered by a leader with 
a First Aid Certificate. Two leaders must be present and the medication checked against the label on the 
bottle (including the expiry date) and the information on the registration form. If there is a discrepancy the 
medication must not be given. A record must be kept of what was administered, when and by whom. An 
example of a Medication Authority Form is provided for you in Section 8. 
 
Medication is administered only if it: 

Á is provided in its original packaging, complete with instructions, 

Á bears the childõs name, 

Á has a current use by date, 

Á the name of the prescribing health professional, doctor, naturopath, homeopath etc. and a emergency 
or first aid management plan (where appropriate) is provided, and 

Á a parent / carer has given permission. 
 
Medication must be stored in a separate, childproof container and refrigerated where necessary. 
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Food Safety 
 
If you provide food as part of your ministry activity you need to think about food safety. Food can be 
dangerous if it is not handled, prepared and stored correctly. Food borne illnesses are unpleasant at best 
and food allergies can be fatal. Children are particularly vulnerable. 
 
Food regulations are governed by local government and you will need to consult your local Council for any 
special requirements. The following are some general guidelines adapted from the New South Wales Food 
Authority. 
 
Be careful! 
Watch out for raw and cooked meats, dairy products, seafood, unpasteurised juices, ready packed salads 
and vegetables, cooked rice, pasta and products containing raw eggs. This doesnõt mean that you canõt use 
them, just be careful when you are cooking, serving and storing them. 
 
You need to be aware of children and young people who are allergic to certain foods, such as peanuts and 
peanut products. If you have someone in your group who is allergic, the best thing to do is exclude these 
foods from your menu. You should also ensure that the children do not share food or utensils, and that the 
use of food in play or craft activities is restricted. 
 
You can get more information from www.allergyfacts.org.au 
 
Keep it clean 
Bacteria can live on your bench tops and chopping boards. Keep it under control by following these steps: 

1) Wipe all scraps off 
2) Wash with hot soapy water  
3) Where possible soak for at least a minute in very hot water or for bench tops spray them with 
sanitizing solution following the directions on the label 
4) Leave to drain, air dry or wipe with paper towels. Donõt use a tea towel! 
 

You also need to make sure your kitchen is generally clean and kept free of vermin. 
 

Keep hot things hot and cold things cold 
Bacteria that cause food poisoning grow rapidly between 5°C and 60°C. Keep hot foods hot in the oven / 
food warmer and cold foods cold in the fridge and donõt leave them at room temperature for more than 2 
hours. Donõt reheat food in a food warmer as it doesnõt get hot enough ð use an oven. If in doubt, throw it 
out! 
 
Prepare carefully 
Anyone involved in preparing food must remember: 

Á do not prepare foods for others if you are ill, 

Á cover any lacerations or wounds with a brightly colored bandage, tape or plaster, 

Á remove all jewelry; 

http://www.allergyfacts.org.au/
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Á do not eat, drink or smoke whilst preparing or serving food; 

Á wash your hands with warm, soapy water and dry with a paper towel (not a tea towel) before and after 
working with food, 

Á tie back or cover long hair with a net or cap, 

Á wear suitable, clean protective clothing, and 

Á use clean chopping boards and utensils each time you prepare a new type of food. 
 
When serving or displaying foodé 

Á All food must be wrapped or covered when on display. 

Á Self service food must have tongs, spoons, etc ready for people to serve themselves without touching 
the food directly. 

 
Running an event or selling food 
If you are planning an event, you should appoint an Event Co-ordinator to ensure that council 
requirements are met and volunteers understand their role in food safety. You should also keep a record of 
who supplied the food. 
 
More information 
You can get more general information from the NSW Food Authority at www.foodauthority.nsw.gov.au 
and if you want information about food allergies go to Anaphylaxis Australia at www.allergyfacts.org.au 
 

Accidents and Incidents 
 
Accidents and incidents where a child or young person is injured on church property or during an event 
that the church is running do happen from time to time. Accidents are those things that are unexpected. 
Incidents are an act that harms someone, such as bullying or fighting. 
 
If leaders are prepared and know what to do in the event of an accident or incident then it is possible that 
the harm caused can be reduced. Consider: 

Á the need for a leader with a First Aid Certificate or similar qualification, 

Á a well stocked first aid kit, 

Á access to a telephone, and 

Á access to contact information for parents / carers. 
 
Permission notes for activities, particularly those òoff-siteó should always include specific permission for 
the church to seek medical help in the event of an emergency. 
 
When a child, young person or leader is hurt an Accident / Incident Report Form must be completed. This is 
sent to the Child Protection Unit and a copy is kept at the pastoral charge. This form is provided for you in 
Section 8. In most instances the Committee of Management will also have to complete the appropriate 
insurance forms. In New South Wales this is the Incident Report Form and Investigation Report Form 
contained in the Insurance and Claims Procedure Manual Congregation Edition ð June 2007 pages 52 and 53. 

http://www.foodauthority.nsw.gov.au/
http://www.allergyfacts.org.au/
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Six-Monthly GENERAL HEALTH CHECK 

This General Health Check is to be conducted every six months. Walk around your premises and tick off 
the things that are OK. Use the columns at the right to note down anything that needs fixing, who is going 
to fix it and by when. KEEP THE COMPLETED FORM ON FILE INDEFINATELY. 
  

Item What needs 
fixingé 

By whom? By 
when? 

Ã Are all floors, doorways & stairs free of slip, trip and fall 
hazards? Have all loose and/or torn mats, carpets or runners 
been removed? 

   

Ã Are stairs in good repair with no worn or broken treads? Is 
the lighting in the stair well sufficient? 

   

Ã Are all handrails well attached?    

Ã Are there non-slip strips on stairs and ramps?    

Ã Is storage kept in an area that is not used as a thoroughfare? 
Are all storage areas clean & tidy so that items cannot fall or 
create a trip hazard? Note: Nothing should be stored above 
1.8m unless it is in a dedicated storage area and a step ladder 
is available. Most items should be stored above knee height 
and below shoulder height and within half an arms reach. 

   

Ã Is anything that is stacked, such as tables, chairs or boxes, 
stacked in such a way that they cannot fall? Note: Chairs 
should preferably be stored in an area that is not accessible to 
children. If this is not possible they should not be stacked 
more than 4 high and should not be located next to windows, 
ledges etc. 

   

Ã Are flammable and/or poisonous items stored correctly in an 
area that cannot be accessed by children? 

   

Ã Are all electrical plugs, power points, extension cords etc in 
good working order? Are all cords appropriately secured and 
out of traffic areas? Are all unused sockets covered? Note: 
There should be no double adaptors. Use power boards only 
where necessary and preferably use those with switches on 
the board and an overload trip function. 

   

Ã Are all lights operational?    

Ã Is there a circuit breaker installed and is it in working order?    

Ã Are evacuation procedures clearly displayed?    
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Ã Are fire extinguishers clearly marked for the type of fire, 
appropriate, properly mounted, maintained and inspected? 

   

Ã Are exit signs in place and working? Are all exit doors in 
good repair and unobstructed both inside and out? 

   

Ã Is the first aid kit clearly marked, appropriately located in an 
accessible position and stocked with contents within use by 
dates? Are the names of those qualified to give first aid 
clearly displayed? 

   

Ã Are outdoor areas, including car parks, clear of rubbish? Are 
the surfaces in good condition with no slip or trip hazards? 
Are they well lit? 

   

Ã Are parking areas well marked and maintained so that vision 
is as clear as possible? Are children kept out of the area 
unless supervised by a parent? 

   

Ã Are all overhanging tree branches lopped and trimmed 
sufficiently? 

   

Ã Are any child proof gates in good repair and unobstructed?    

Ã Are fences in good repair?    

Ã Is all equipment in good working order?    

Ã Are things like guillotines, scissors, staplers etc stored safely 
where children cannot access them? 

   

Ã Are all chairs and tables sturdy?    

Ã Are all filing cabinets and/or bookcases more than 1 metre 
anchored to the floor and wall? 

   

Ã Are all amenities clean and in good repair?    

Ã Are all heaters located with adequate space around them as 
per manufacturerõs instructions? Are appropriate guards in 
place? 

   

Ã Has the hot water system been turned down to 50 degrees so 
that no-one is accidentally scalded? 

   

Ã Are the smoke/fire detectors and/or water sprinklers 
unobstructed and in working order? Note: Alarms must be 
fitted in all buildings where people sleep. 

   

Ã Is access to the kitchen area able to be restricted to exclude 
children? 

   

 
When addressing any risk, remember: 
Elimination: Remove the hazard     MOST EFFECTIVE 
Substitution: Use an alternative 
Isolate: Reduce exposure 
Redesign: Change equipment or procedure 
Administration: Change work practice e.g. training, signage   LEAST EFFECTIVE 
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Working with kids & managing behaviour 

Itõs about expectations, anticipation, planning and communication...  

Video  
 
Turn the video on. Listen carefully to the presentation before returning to read the following information. 
Make notes of anything you would like to discuss further. 

 
Notes:________________________________________________________________________ 

 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
 
Working with kids is a great joy. It can also be a great challenge. Just like their leaders, children and young 
people have different personalities, different struggles, different needs and different ways of coping. 
Sometimes this can result in behaviour that is difficult to manage in a group setting. However, if you donõt 
manage it then both the child and all those around him or her are distracted and unable to learn what you 
have to teach them. 
 

Section 

2 
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The following tips are particularly useful when working with primary school age children, however the 
same principles apply across all groups of children and young people. 
 
Expectations 
Have a clear picture in your own mind before you begin of what you expect. A good pattern is to: 

Á Let the kids help you do things. 

Á Let them know it is OK to make mistakes; it is all part of learning. 

Á Ask their opinion. It shows you care about what they think. 

Á Help them to solve their own problems. 

Á Make limits and expectations clear and consistent. 

Á Give feedback about inappropriate or unhelpful behaviour. 
 
Anticipate 
Think before the lesson about how you will manage the group and any particular children that may be a 
challenge. Imagine situations and plan what you will do should they arise. You only have a short time with 
them so there isnõt any room for trial and error. Knee-jerk reactions are rarely successful. 
 
There could be a number of reasons for misbehaviour and you can plan for each of them: 
¶ to gain attention, 
¶ lack of skills to deal with the situation,  
¶ frustration, for example where a task is too hard or not age appropriate, 
¶ unreasonable rules or expectations, 
¶ forgetting the rules or limits, or 
¶ an unwillingness to be at the activity.  

 
Planning 
Be prepared.  

Á Materials: Have your materials ready and think about when you will put them out and collect them. 
For example, if you put the joining textas or the scissors out on the table before the lesson starts 
and then sit the children down they will want to play with them. They will be distracted and so will 
you. Hand out the textas later when you need them. 

Á Seating: Consider carefully how you seat the children. If there are some children who are easily 
distracted perhaps sit them next to yourself. Try different arrangements until you find one that 
works for your group. 

Á Ending: Plan to end the lesson on a happy note. Whatever happens plan what you are going to say 
at the end and how you are going to say it. Make them smile before they leave. 

Á Activities: Plan varied activities that are age appropriate, logical, interesting and involve the 
children. Always prepare more material that you will need. 

 
Discipline Plan 
Discipline is a word that means òto learnó ð think about the Disciples. It doesnõt mean to punish. 
Punishment is reactive and focused on penalising unacceptable behaviour. Children rarely learn correct or 
acceptable behaviour through punishment. 
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The aim of discipline is to: 
1. Stop inappropriate behaviour 
2. Start new behaviour 
3. Create a plan that allows a good outcome for both you and the child and that is specific and 

achievable. 
 
Sometimes you will only get to the first step. Donõt think that you have failed. That is the main outcome 
you are trying to achieve. 
 
Consequences for inappropriate behaviour should: 
¶ happen as soon as possible, 
¶ be short or they will lose their meaning, 
¶ be linked to the original problem if possible, and 
¶ always be safe and respectful of a child. 

 
Here are some ideas: 

Á Create a positive plan with the children. Ask them how they would like each other to behave. 
Think about including consequences, both good and bad ones. (For example, for positive 
participation there could be a sticker. For behaviour that could hurt someone, the consequence 
could be being asked to sit quietly for a few minutes to the side of the group.) Negative 
consequences could be time out, a thinking chair or a quiet corner. Ownership of the plan is 
important, so brainstorm with the kids to begin with and then display the final version. 

Á Use a Red/Stop Green/Go chart. This is a simple chart with a stop light and a go light. Tell the 
children that Red means stop or what you are doing is not appropriate. Green means go which tells 
you that you are doing the right thing. There are never any names on the chart. It is simply a visual 
reminder so that you can ask the children as a group or one child to òStop and think about where 
you are on the chart at the moment?ó and òWhat can you do to move to the Green/Go?ó This 
works with even very small children. Once you have used the Stop/Go chart make sure you praise 
the child or children at the end for their efforts at being Green! 

Á Giving children something to focus on can help them concentrate. For example, say that you have 
a òmagic wordó that you are going to use all the time as you tell a story. Ask them to work out what 
the word is. You might have an actual word that you repeat quite often or you can allow the 
children to select them based on what they hear. 

 
Remember, it is OK to intervene physically if a child is about to hurt themselves or someone else. It is 
even better to make sure that your activities are planned in such a way that the opportunity doesnõt arise in 
the first place. 
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Some doõs and donõts of discipline: 
 

DO DONõT 

Á Recognise success ð òWow, well 
done!ó 

Á Criticise ð òThatõs not very good 
is it?ó 

Á Recognise achievement ð òYou 
have done so well.ó 

Á Compare ð òYou are not behaving 
very nicely. Look at Anne sheõs 
behaving very nicely.ó 

Á Recognise effort ð òYou are trying 
so hard. Thank you.ó 

Á Shout 

Á SMILE J Á Threaten ð òIf you do that then 
Iõllé.ó 

Á Be enthusiastic ð òThis is great!ó Á Confront ð òWhat do you think 
youõre doing?ó 

Á Be interested ð òWhat are you 
doing there?ó òWhat do you 
mean?ó 

Á Whine ð òOh, please donõt do 
that..ó òYou make me so sad 
when you do that.ó 

Á Be involved ð òHow can I help 
you?ó 

Á Cajole ð òCome on now, we can 
do better than that canõt we?ó 

Á Expect a good time! Á Use put downs ð òArenõt you silly. 
What a stupid thing to do.ó 

 
 
Communication 
When you communicate what you say is about 10% of what is said. How you say it accounts for another 
35%. The rest, 55%, is non-verbal or what the other person sees when you are talking, like your body 
language and eyes. 
 
Here are some tips on good communication: 

Á Avoid rhetorical questions. Questions that answer themselves do not promote interaction. When 
they are used in the context of discipline, such as òYou know the rules donõt you?ó they result is a 
yes / no answer that gives you no-where to go. Instead ask open or òfató questions that canõt be 
answered with a yes or no, like òWhat is our group rule about that kind of thing?ó 

Á Involve the child in the solution. Ask, òIs that behaviour working for you?ó Explain, òBecause I 
donõt think it is working for you or me.ó Set the expectation, òThis is what I would like.ó Ask for a 
solution, òWhat could you do to help us get there?ó 

Á Mind your tone of voice. Keep it low, pleasant, friendly and non-judgmental. Loud voices get loud 
voices in return. 

Á Respect the child. Model the kind of behaviour you would like in return. 

Á Acknowledge cooperation when you get it. Say thank you and quickly leave the situation. 

Á If you need to get angry, which sometimes you may, move yourself and the child away from where 
you are teaching. Stay in the room but move to one side so that the positives of learning are 
separated from the discipline. Before you speak take a deep breath or two and make sure you are 
calm. If you are not calm then leave it until another time. When you deliver the reprimand, speak 
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calmly, stand side-on to avoid a confrontation and donõt lock eyes. Make sure you have been 
understood and then breath again and walk away. 

Á When you are up front make sure you smile. Look around and engage the children. When you look 
at each one think about something that you like about them ð even if it is only that they have lovely 
blue eyes or that the chatter box may be Prime Minister some time in the future! 

Á Hurtful words can last a lifetime. Never speak to a child with the intention of hurting them. 

Á Listen! Listening tells children that they are important. Be patient when they are trying to tell you 
something and donõt finish their sentences for them. And remember that sometimes children do 
not speak because they are not given the opportunity. Make space for the quieter ones in the group.  
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Teaching under 5õs & cr¯che 

What an opportunity! Teaching growing minds about their God, seeing them grow up knowing and loving 
Him...amazing! 
 

Video  
 
Turn the video on. Listen carefully before returning to read the following information. Make notes of 
anything you would like to discuss further. 

 
Notes:________________________________________________________________________ 

 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
 
Three things to know about teaching under 5õs: 

1. They like things to be concrete and learn best using their senses ð hearing, seeing, touching, 
smelling and tasting.  

2. They copy your behaviour. 
3. They need to know that Jesus loves them and wants them to love Him. 

 

Section 

3 
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Keeping them safe 
Teaching under 5õs is amazing. However, there are risks that you need to think about. Under 5õs love to 
explore & experiment. They seem to find every sharp object and the best hidden power point in matter of 
seconds. They also love to practice all the things they are learning ð like climbing and running ð but they 
are still learning so bumps, falls and trips are inevitable. 
 
To watch someone who is under 5 all the time you will need to have eyes in the back of your head! 
Fortunately, most problems can be avoided with a little forethought. 
 
1. Leaders should be aware of their responsibilities and what they need to do to keep the kids safe: 

Á They should be fully aware of the Breaking the Silence requirements, particularly the Code of 
Conduct, and Duty of Care as described in Section 1. 

Á There should be a policy about how you are going to manage taking children to the bathroom. Itõs 
best if parents can take their own children before the group begins. Then if they need to go again, 
parents are the best option, followed by siblings, two leaders, a leader of the same sex within line of 
sight of the other leader or as a last resortéeveryone goes together! 

Á Everyone should know how to evacuate the building and where to meet in case of fire, where the 
first aid kit and ôphone are and how to contact parents. 

2. Supervision is the only reliable prevention. You must have an adequate number of leaders. One adult 
for every three children under two year of age. One adult for every four children between two & three 
years of age. One adult for every eight children between three & eight years of age.  

3. Planning reduces risk. You need to then think about what you are trying to achieve with the kids. You 
might only need two leaders for your 7 kids, but four of them need help with scissors and one of them 
finds it hard to sit still for very long. If you are going outside, think of practical things like hats and 
sunscreen. 

4. Make sure the physical environment is safe. Use the 10 Minute Health Check at the end of this section 
to help you. 

5. Good housekeeping reduces risk. Use Section 1 to assess administrative needs, transportation, 
medication, food safety particularly in relation to allergies and accidents. 

6. At the end of your time together make sure you return each child to his or her parent or carer. 
Supervision is the only way to make sure they are truly safe, and so once you take your eyes off them 
you should know that their parentõs eyes are on them. 

 
Crèche 
All of the above also applies to crèche. The difference is essentially that in crèche the children tend to be 
younger and you are not really trying to teach them. Some things to think about: 

Á Run crèche in an area that is close to the main church area. 
Á Ask parents to take children to the toilet beforehand and sit where you can get them if the child needs 

to go again. 
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Under 5õs HEALTH CHECK 

KEEP THE COMPLETED FORM ON FILE INDEFINATELY. 

Item What needs 
fixingé 

By whom? By 
when? 

Ã Have all leaders completed the Breaking the Silence 
training and Section 1 of the Simply Safe training so 
that they understand their responsibilities? 

   

Ã Have any new leaders been through a selection 
processes, including reference checks where 
appropriate? 

   

Ã Do all leaders have a copy of the Breaking the Silence 
brochures ôóOur Policyó and òCode of Conductó? 

   

Ã Do all leaders have a position description? Does it 
include policies such as toileting?  

   

Ã Have all leaders complied with the screening process? 
NOTE: If you are unsure of what is required please 
contact the Child Protection Unit. 

   

Ã Do all leaders know what to do in case of an 
emergency, and where the ôphone and first aid kit are 
located? 

   

Ã Are there appropriate toilet facilities available for the 
children? Do all leaders and parents know what your 
policy is with regard to toileting children? 

   

Ã Have you considered how many leaders there should be 
per child? (1 adult to 3 children for 1-2 years, 1:4 for 2-3 
years, 1:8 for 3-8 years) 

   

Ã Have you thought about the maximum number of 
children that will fit your venue space? (You need about 
2 ½ metres for each child) 

   

Ã Have you given parents information about what 
happens in your group, what they can expect and how 
they can help? 

   

Ã Do you need a sign-in / sign-out process or attendance 
list? 
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Ã If you serve food have you thought about food safety, 
and particularly allergies? 

   

Ã Are dangerous detergents stored in a safe place out of 
reach? 

   

Ã Are electrical appliances (fans, heaters, CD players etc) 
out of reach? Heaters should be fenced or turned off. 

   

Ã Is the kitchen able to be made inaccessible or secured 
with a safety gate? 

   

Ã Is all furniture that might be climbed secure?    

Ã Are power outlets (cords, extension leads, power points 
etc) out of reach or properly protected? For example, 
power point plugs for those not in use? 

   

Ã Are all chairs stacked out of reach or in small stacks that 
cannot be toppled? 

   

Ã Are all windows and balconies clear of objects that 
could be climbed? 

   

Ã Are all window fittings free of hanging cords?    

Ã Are all stairs able to be made inaccessible or secured 
with a safety gate? 

   

Ã If you have an outside play area is it properly fenced? 
The recommendation is a fence 1.5m high with self-
closing child proof gates. 

   

Ã Is there sufficient shade in any outside play areas?    

Ã Is any play equipment in good order and in a safe 
place? (eg sand pits well drained, climbing frames 
sturdy and over soft fall etc). Climbing equipment 
should be less than 2m tall and have soft fall 
underneath. If you use any equipment with wheels ð 
scooters, bikes and the like ð make it a rule that no-
one gets on without a helmet and where appropriate 
knee and elbow guards. 
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Playgroup 

Teaching kids about God, supporting Christian parents, reaching out into the communityé 
 

Video  
 
Turn the video on. Listen carefully before returning to read the following information. Make notes of 
anything you would like to discuss further. 

 
Notes:________________________________________________________________________ 

 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
 
Three things to know about kids at playgroup: 

1. They like things to be concrete and learn best using their senses ð hearing, seeing, touching, 
smelling and tasting.  

2. They copy your behaviour. 
3. They need to know that Jesus loves them and wants them to love Him. 

 

Section 

4 
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Keeping them safe 
Playgroups can be fantastic opportunities to teach kids about God, to support Christian parents and reach 
out into the community. Under 5õs are fast and curious. They love to check out new found skills such as 
running and climbing, however they can be a bit wobbly or not sure of their own capabilities. The odd 
bump and fall is inevitable. 
 
However, the main risk with a playgroup is the fact that who is looking after the children can become a bit 
blurred ð is it us or is it the parents?  
 
The risks can be reduced if you think about things a little beforehand: 
 
1. Leaders should be aware of their responsibilities and what they need to do to keep the kids safe: 

Á They should be fully aware of the Breaking the Silence requirements, particularly the Code of 
Conduct, and Duty of Care as described in Section 1. 

Á Parents should take their own children to the bathroom. 

Á Everyone should know how to evacuate the building and where to meet in case of fire, where the 
first aid kit and ôphone are located. 

2. Supervision is the only reliable prevention. Parents and leaders must be very clear about who is 
supervising the children. In most playgroups it is the responsibility of the parents to supervise their 
own children, so you must make that clear. If you are providing supervision, say for a mumõs morning 
tea event, then you must have an adequate number of leaders. One adult for every three children under 
two year of age. One adult for every four children between two & three years of age. One adult for 
every eight children between three & eight years of age.  

3. Planning reduces risk. You need to then think about what you are trying to achieve with the kids. You 
might only need two leaders for your 7 kids, but four of them need help with scissors and one of them 
finds it hard to sit still for very long. If you are going outside, think of practical things like hats and 
sunscreen. 

4. Make sure the physical environment is safe. Use the 10 Minute Health Check at the end of this section 
to help you. 

5. Good housekeeping reduces risk. Use Section 1 to assess administrative needs, transportation, 
medication and accidents. Many playgroups have morning or afternoon tea together. Particular 
attention needs to be paid to food safety. 

6. If you have been supervising the children, at the end of your time together make sure you return each 
child to his or her parent or carer. Supervision is the only way to make sure they are truly safe, and so 
once you take your eyes off them you should know that their parentõs eyes are on them. 
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Playgroup HEALTH CHECK 

KEEP THE COMPLETED FORM ON FILE INDEFINATELY. 

Item What needs 
fixingé 

By whom? By 
when? 

Ã Have all leaders completed the Breaking the Silence 
training and Section 1 of the Simply Safe training so 
that they understand their responsibilities? 

   

Ã Have any new leaders been through a selection 
processes, including reference checks where 
appropriate? 

   

Ã Do all leaders have a copy of the Breaking the Silence 
brochures ôóOur Policyó and òOur Code of 
Conductó? 

   

Ã Do all leaders have a position description? Does it 
include policies such as toileting?  

   

Ã Have all leaders complied with the screening process? 
NOTE: If you are unsure of what is required please 
contact the Child Protection Unit. 

   

Ã Do all leaders know what to do in case of an 
emergency, and where the ôphone and first aid kit are 
located? 

   

Ã Are there appropriate toilet facilities available for the 
children? Do all leaders and parents know what your 
policy is with regard to toileting children? 

   

Ã Have you considered how many leaders there should 
be per child? (1 adult to 3 children for 1-2 years, 1:4 
for 2-3 years, 1:8 for 3-8 years) 

   

Ã Have you thought about the maximum number of 
children that will fit your venue space? (You need 
about 2 ½ metres for each child) 

   

Ã Have you given parents information about what 
happens in your group, what they can expect and how 
they can help? Have you clearly stated who supervises 
the children? 
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Ã Do you have a sign-in / sign-out process? 
 

   

Ã If you serve food have you thought about food safety, 
and particularly allergies? 

   

Ã Are dangerous detergents stored in a safe place out of 
reach? 

   

Ã Are electrical appliances (fans, heaters, CD players etc) 
out of reach? Heaters should be fenced or turned off. 

   

Ã Is the kitchen able to be made inaccessible or secured 
with a safety gate? 

   

Ã Is all furniture that might be climbed secure?    

Ã Are power outlets (cords, extension leads, power 
points etc) out of reach or properly protected? For 
example, power point plugs for those not in use? 

   

Ã Are all chairs stacked out of reach or in small stacks 
that cannot be toppled? 

   

Ã Are all windows and balconies clear of objects that 
could be climbed? 

   

Ã Are all window fittings free of hanging cords?    

Ã Are all stairs able to be made inaccessible or secured 
with a safety gate? 

   

Ã If you have an outside play area is it properly fenced? 
The recommendation is a fence 1.5m high with self-
closing child proof gates. 

   

Ã Is there sufficient shade in any outside play areas?    

Ã Is any play equipment in good order and in a safe 
place? (eg sand pits well drained, climbing frames 
sturdy and over soft fall etc). Climbing equipment 
should be less than 2m tall and have soft fall 
underneath. If you use any equipment with wheels 
ð scooters, bikes and the like ð make it a rule that 
no-one gets on without a helmet and where 
appropriate knee and elbow guards. 
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Kidsõ Church & Sunday School 

Kidsõ Church or Sunday School is an integral part of many childrenõs early Christian life...  
 

Video  
 
Turn the video on. Listen carefully before returning to read the following information. Make notes of 
anything you would like to discuss further. 

 
Notes:________________________________________________________________________ 

 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 

 

Three things to know about kids in Kidsõ Church & Sunday School: 
1. They like to ask questions so challenge them to think hard.  
2. They copy each othersõ behaviour ð try getting the group to set some rules. 
3. They are starting to learn about God by reading the Bible for themselves and praying. 

 

Section 

5 



 

Edition 1 June 2007  Page 25 of 54 

 

Keeping them safe 
Itõs a great privilege to be part of a childõs life as they grow in their knowledge and love of God. Itõs also a 
challenge. Kidsõ Church has a more relaxed atmosphere than school. This means less formal controls and 
more chance of chaos! That doesnõt mean that if you have a chaotic Sunday School itõs a good oneé itõs 
probably not as the kids wonõt be learning anything. It just means you have to have other ways of bringing 
order to your time together.  
 
The risks can be reduced if you think about things a little beforehand: 
 
1. Leaders should be aware of their responsibilities and what they need to do to keep the kids safe: 

Á They should be fully aware of the Breaking the Silence requirements, particularly the Code of 
Conduct, and Duty of Care as described in Section 1. 

Á Look at the toilet facilities in terms of how isolated they are and make sure that the kids can take 
themselves without risk of harm. 

Á Everyone should know how to evacuate the building and where to meet in case of fire, where the 
first aid kit and ôphone are located. 

2. Supervision is the only reliable prevention. There must be one adult to eight children who are five to 
eight years old, one adult for the first eight and then one to twelve for those who are eight years and 
older. For example, at a church where there were ten children under the age of eight and ten children 
over the age of eight you would need at least three leaders. If your group is going to split up into 
different rooms then you also must make sure that you have enough leaders to have two adults in each 
location. 

 
Younger helpers are great. They can help the children, learn themselves to be leaders, reduce the 
chaosé they shouldnõt be left with sole responsibility. 

 
3. Chaos increases the risk of someone getting hurt. Remember: 

Á Children have a lot of energyé multiple children have even more! Generally speaking a group of 
excited children together in an informal environment will not be concentrating on their own 
personal safety ð therefore itõs up to the leaders to make sure that they are safe. It is OK to 
intervene physically if a child is about to hurt themselves or someone else. It is even better to make 
sure that your activities are planned in such a way that the opportunity doesnõt arise in the first 
place. Expectations, anticipation and planning are key to reducing the chaos. See Section 2 for 
details. 

Á Some children are mischievousé and some are actively destructive. There are ways of dealing with 
that ð such as having a well planned time with plenty of activities and plenty of leaders. Having a 
Discipline Plan is a great idea. Section 2 gives you some ideas about putting one together. 

Á All children are sensitive. Some of them may not look ité or sound ité but what you say matters. 
Leaders should know and understand that their words are important. Remember that it is OK to 
say that an action is wrong or that it is bad, but steer away from saying that the child is bad or 
horrible. Take a look at communication in Section 2. 

4. Make sure the physical environment is safe. Use the 10 Minute Health Check at the end of this section 
to help you. 

5. Good housekeeping reduces risk. Use Section 1 to assess administrative needs, transportation, 
medication, food safety particularly in relation to allergies and accidents. 
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6. At the end of your time together make sure you return each child to his or her parent or carer. 
Supervision is the only way to make sure they are truly safe, and so once you take your eyes off them 
you should know that their parentõs eyes are on them. 

 
 

*kids church 
 ministry 
from the MINISTRY PAPERS 

 
òIt goes without saying that kids are great. But it also goes without saying that kids are kids! So to be a 
good Kids Club leader you need to get your head around who these little ones (and not so little ones) are 
so that youõre armed with the right expectations.ó 
 

This is an extract from the MINISTRY PAPERS. Want to think more about how and why you 
are working with kids? Check them out. For more information go to www.pynsw.org.au 

http://www.pynsw.org.au/


 

Edition 1 June 2007  Page 27 of 54 

 

Kidsõ Church/Sunday School HEALTH CHECK 

KEEP THE COMPLETED FORM ON FILE INDEFINATELY. 

Item What needs 
fixingé 

By whom? By 
when? 

Ã Have all leaders completed the Breaking the Silence 
training and Section 1 of the Simply Safe training so 
that they understand their responsibilities? 

   

Ã Have all leaders completed Simply Safe Section 2 and 
discussed the requirements for expectations, 
anticipation, planning, discipline and communication? 

   

Ã Have any new leaders been through a selection 
processes, including reference checks where 
appropriate? 

   

Ã Do all leaders have a copy of the Breaking the Silence 
brochures ôóOur Policyó and òCode of Conductó? 

   

Ã Do all leaders have a position description? Does it 
include all relevant information like toileting, discipline 
etc?  

   

Ã Have all leaders complied with the screening process? 
NOTE: If you are unsure of what is required please 
contact the Child Protection Unit. 

   

Ã Do all leaders know what to do in case of an 
emergency, and where the ôphone and first aid kit are 
located? 

   

Ã Are there appropriate toilet facilities available for the 
children that they can access by themselves without 
risk of harm? 

   

Ã Have you considered how many leaders there should 
be per child? (1 adult to 8 children for 5-8 years, 1:8 
for the first 8 and then 1:12 for 8+ years) Have you 
allowed for two adults per group where different 
locations are used? 

   

Ã Have you thought about the maximum number of 
children that will fit your venue space? (You need 
about 2 ½ metres for each child) 
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Ã Have you given parents information about what 
happens in your group, what they can expect and how 
they can help?  

   

Ã Do you have a sign-in / sign-out process or 
attendance list? 

   

Ã If you serve food have you thought about food safety, 
and particularly allergies? 

   

Ã Are dangerous detergents stored in a safe place out of 
reach? 

   

Ã Are electrical appliances (fans, heaters, CD players etc) 
out of reach? Heaters should be fenced or turned off. 

   

Ã Is the kitchen able to be made inaccessible or secured 
with a safety gate? 

   

Ã Are power outlets (cords, extension leads, power 
points etc) out of reach or properly protected? For 
example, power point plugs for those not in use? 

   

Ã Are all chairs stacked out of reach or in small stacks 
that cannot be toppled? 

   

Ã Are all windows and balconies clear of objects that 
could be climbed? 

   

Ã If you have an outside play area is it properly fenced? 
The recommendation is a fence 1.5m high with self-
closing child proof gates. 

   

Ã Is there sufficient shade in any outside play areas?    

Ã Is any play equipment in good order and in a safe 
place? (eg sand pits well drained, climbing frames 
sturdy and over soft fall etc). Climbing equipment 
should be less than 2m tall and have soft fall 
underneath. If you use any equipment with wheels 
ð scooters, bikes and the like ð make it a rule that 
no-one gets on without a helmet and where 
appropriate knee and elbow guards. 
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Mid-week Kidsõ Club & Holiday Club 

Teaching kids about God, supporting Christian parents, reaching out into the communityé 

Video  
 
Turn the video on. Listen carefully before returning to read the following information. Make notes of 
anything you would like to discuss further. 

 
Notes:________________________________________________________________________ 

 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
 

Three things to know about kids in Kidsõ Club & Holiday Club: 
1. They like to ask questions so challenge them to think hard. Their ability to think about concepts is 

growing as they get older. 
2. They copy each othersõ behaviour ð try getting the group to set some rules. Best Friends become 

more important as they get older. 
3. Those from outside your church family may know very little if anything about God. Others will be 

starting to learn about God by reading the Bible for themselves and praying. They are developing a 
sense of justice and right and wrong as they get older. 

Section 
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Keeping them safe 
Kidsõ Clubs whether they are regular weekly events or holiday clubs are a marvelous way of reaching out 
into the community. They also provide the kidsõ who come regularly to Sunday School or Kidsõ Church 
with variety that adds to their overall growth in God. In this section we are assuming that Kidsõ Clubs are 
run for primary school aged children. 
 
There are risks though ð Kids will be kids! The risks can be reduced if you think about things a little 
beforehand: 
 
1. Leaders should be aware of their responsibilities and what they need to do to keep the kids safe: 

Á They should be fully aware of the Breaking the Silence requirements, particularly the Code of 
Conduct, and Duty of Care as described in Section 1. Reaching out into the community means 
having children that you donõt know as well as those that come to Sunday School or Kidsõ Church. 
Youõll meet children who come from all sorts of backgrounds and you may not know their parents 
or carers very well at all. This means that all leaders must understand these requirements. 

Á Look at the toilet facilities in terms of how isolated they are and make sure that the kids can take 
themselves without risk of harm. 

Á Everyone should know how to evacuate the building and where to meet in case fire, where the first 
aid kit and ôphone are located and how to contact parents. 

2. Supervision is the only reliable prevention. There must be one adult to eight children who are five to 
eight years old, one adult for the first eight and then one to twelve for those who are eight and older. 
For example, if there are ten children under the age of eight and ten children over the age of eight you 
would need at least three leaders. If your group is going to split up into different rooms then you also 
must make sure that you have enough leaders to have two adults in each location. 

 
Younger helpers are great. They can help the children, learn themselves to be leaders, reduce the 
chaosé they shouldnõt be left with sole responsibility.  
 
Always allow parents and other adults with a valid interest in the group to come and see what you are 
doing. 

 
3. Chaos increases the risk of someone getting hurt. Remember: 

Á Children have a lot of energyé multiple children have even more! Generally speaking a group of 
excited children together in an informal environment will not be concentrating on their own 
personal safety ð therefore itõs up to the leaders to make sure that they are safe. It is OK to 
intervene physically if a child is about to hurt themselves or someone else. It is even better to make 
sure that your activities are planned in such a way that the opportunity doesnõt arise in the first 
place. Expectations, anticipation and planning are key to reducing the chaos. See Section 2 for 
details. 

Á Some children are mischievousé and some are actively destructive. There are ways of dealing with 
that ð such as having a well planned time with plenty of activities and plenty of leaders. Having a 
Discipline Plan is a great idea. Section 2 gives you some ideas about putting one together. 

Á All children are sensitive. Some of them may not look ité or sound ité but what you say matters. 
Leaders should know and understand that their words are important. Remember that it is OK to 
say that an action is wrong or that it is bad, but steer away from saying that the child is bad or 
horrible. Take a look at communication in Section 2. 
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4. Make sure the physical environment is safe. Use the 10 Minute Health Check at the end of this section 
to help you. Remember: 
1. The chance of a playground injury is greater for primary school aged children because they are just 

working out how strong they are and learning to judge distances and the like. Kids are also more 
likely to injure themselves on things with wheels. 

2. Water at this age is particularly dangerous. 
3. Crossing roads is also dangerous at this age as kids are still learning to judge distances. 

5. Good housekeeping is essential for this type of group. See Section 1 for more details. You should have: 

Á A newsletter for parents to tell them who the leaders are, what the group is about, any child 
protection matters such as photos, drop off and pick up rules etc, and contact phone numbers. 

Á An attendance list. 

Á A registration process. This must include contact details and permission to seek medical treatment 
if necessary. If a person is injured whether it is on church property or during an òoff-siteó event, 
then you have a responsibility to ensure that medical treatment is immediately provided. A sample 
form is provided for you in Section 8. 

Á A sign-in / sign-out sheet to ensure that children are allowed to leave only with the people 
specified on the registration form. 

Á Permission note / liability release for all hazardous activities. This is provided for you in Section 8. 

Á Permission notes for all activities that are òoff siteó or involve travel of any kind and a 
transportation policy. See Section 1 for details. 

Á Medication policy and forms as provided in Section 8. 

Á A food safety co-ordinator where food is provided. See Section 1 for food handling guidelines. 

Á In case of an unfortunate accident, you record precisely what happened, where, time, date, 
witnesses (names & addresses & phone numbers). In the event of a serious incident you must 
contact the Child Protection Unit. An Accident / Incident Report Forms as provided in Section 8.  

6. At the end of your time together make sure you return each child to his or her parent or carer as per 
the registration details. Supervision is the only way to make sure they are truly safe, and so once you 
take your eyes off them you should know that their parentõs eyes are on them and that they have gone 
home with the appropriate person. 

 

*kids club 
 ministry 
from the MINISTRY PAPERS 

 
 
òKids Clubs are usually designed to reach out into the community and so attract children from a huge 
range of spiritual / religious backgrounds. Children from solid Christian families will be mixed in with 
children with no knowledge of the God of the Bible whatsoever.ó 
 

This is an extract from the MINISTRY PAPERS. Want to think more about how and why you 
are working with kids? Check them out. For more information go to www.pynsw.org.au 

http://www.pynsw.org.au/
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Mid-week Kidsõ Club/ Holiday Club HEALTH CHECK 

KEEP THE COMPLETED FORM ON FILE INDEFINATELY. 

Item What needs 
fixingé 

By whom? By 
when? 

Ã Have all leaders completed the Breaking the Silence 
training and Section 1 of the Simply Safe training so 
that they understand their responsibilities? 

   

Ã Have all leaders completed Simply Safe Section 2 and 
discussed the requirements for expectations, 
anticipation, planning, discipline and communication? 

   

Ã Have any new leaders been through a selection 
processes, including reference checks where 
appropriate? 

   

Ã Do all leaders have a copy of the Breaking the Silence 
brochures ôóOur Policyó and òCode of Conductó? 

   

Ã Do all leaders have a position description? Does it 
include policies such as drop-off / pick-up 
requirements, discipline etc?  

   

Ã Have all leaders complied with the screening process? 
NOTE: If you are unsure of what is required please 
contact the Child Protection Unit. 

   

Ã Have you appointed a qualified First Aid Officer and 
ensured that all leaders know who they are? 

   

Ã Do all leaders know what to do in case of an 
emergency, and where the ôphone, first aid kit and 
parent contact details are located? 

   

Ã Are there appropriate toilet facilities available for the 
children that they can access by themselves without 
risk of harm? 

   

Ã Have you considered how many leaders there should 
be per child? (1 adult to 8 children for 5-8 years, 1:8 
for the first 8 and then 1:12 for 8+ years) Have you 
allowed for two adults per group where different 
locations are used? 
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Ã Have you thought about the maximum number of 
children that will fit your venue space? (You need 
about 2 ½ metres for each child) 

   

Ã Do you have a newsletter for parents to tell them 
who the leaders are, what the group is about, any 
child protection matters such as photos, drop off 
and pick up rules etc, and contact phone numbers. 

 

   

Ã Do you keep an attendance list? 
 

   

Ã Do you have a registration process using a form 
that includes all the necessary details as provided on 
the sample Section 8? 

 

   

Ã Do you have a sign-in / sign-out sheet to ensure 
that children are allowed to leave only with the 
people specified on the registration form? 

 

   

Ã Do you have the permission note / liability release 
for all hazardous activities as provided for you in 
Section 8? 

 

   

Ã Permission notes for all activities that are òoff siteó 
or involve travel of any kind?  

 

   

Ã Do you have a medication policy and forms as 
provided in Section 8? 

 

   

Ã Do you have the Accident / Incident Report 
Forms as provided in Section 8? 

   

Ã If you serve food have you appointed a Food Safety 
Coordinator and ensured that all allergies are known? 

   

Ã Are dangerous detergents stored in a safe place out of 
reach? 

   

Ã Are electrical appliances (fans, heaters, CD players etc) 
out of reach? Heaters should be fenced or turned off. 
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Ã Is the kitchen able to be made inaccessible or secured 
with a safety gate? 

   

Ã Are power outlets (cords, extension leads, power 
points etc) out of reach or properly protected? For 
example, power point plugs for those not in use? 

   

Ã Are all chairs stacked out of reach or in small stacks 
that cannot be toppled? 

   

Ã Are all windows and balconies clear of objects that 
could be climbed? 

   

Ã If you have an outside play area is it properly fenced? 
The recommendation is a fence 1.5m high with self-
closing child proof gates. 

   

Ã Is there sufficient shade in any outside play areas?    

Ã Have you thought of practical things like hats and 
sunscreen? 

   

Ã Is any play equipment in good order and in a safe 
place? (eg sand pits well drained, climbing frames 
sturdy and over soft fall etc). Climbing equipment 
should be less than 2m tall and have soft fall 
underneath. If you use any equipment with wheels 
ð scooters, bikes and the like ð make it a rule that 
no-one gets on without a helmet and where 
appropriate knee and elbow guards. 

   

Ã If you are anywhere near water with your group ð a 
trip to the beach or the pool for example ð take 
extra precautions. Stay with the children, have extra 
leaders, swim between the flags or in a pool with a 
life guard on duty and have the relevant parental 
permission. 

 

   

Ã If you conduct an event òoff-siteó, ensure that your 
Session or an appropriate coordinator appointed by 
your Session is aware of where and when you are 
going and what you will be doing.  

 

   

Ã If you need to cross a road make sure younger 
children hold hands and older children are escorted 
in small groups. 
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Youth Group 

Youth ministry is a fantastic opportunity ð it is an age when many young lives are shaped by the gospel as it is 
taught and modeled by caring, Christian leaders... 

Video  
 
Turn the video on. Listen carefully before returning to read the following information. Make notes of 
anything you would like to discuss further. 

 
Notes:________________________________________________________________________ 

 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
 

Three things to know about kids in Youth Group: 
1. They are growing rapidly ð physically, intellectually and spiritually.  
2. They listen to many points of view and peer groups are important. 
3. They need encouraging to think about their personal relationship with God and test the views of 

the world against the truth of the gospel. 
 

Section 

7 
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Keeping them safe 
Youth ministry is a risky business: 

Á The age of the young people involved means that they are both vulnerable and also seeking 
independence. There is an element of risk taking in some of their behaviour. 

Á High-schoolers are going through many changes that affect their attitude, mood and self confidence 
from day to day and over periods of time. 

Á High-schoolers are trying very hard to figure out who they are ð they are conscious of their looks, 
intellectual capacity, sporting ability. They are also sexually aware. 

Á Often young people are more influenced by their peers and young adults closer to their own age than 
they are by their parents. 

Á High school is a hard place to live out your Christian faith ð often young people are looking for 
support. 

Á Later years of high school bring added stress with exams. 
 
There are ways of reducing the risk: 
 
1. Leaders should be aware of their responsibilities and what they need to do to keep the kids safe: 

Á They should be fully aware of the Breaking the Silence requirements, particularly the Code of 
Conduct, and Duty of Care as described in Section 1. A combination of self consciousness, stress 
and difficulty at school can make a youth group member extra vulnerable to a youth group leader. 
It is the responsibility of the youth group leader to ensure that appropriate boundaries are 
established and maintained at all times. They must understand and agree to what is required in 
terms of accountability and visibility. 

Á Make sure you set up discipleship patterns that are safe ð where no one young person or leader can 
develop an unhealthy attachment to one leader. Small groups are a great way to do this. Meeting 1:1 
is also terrific ð just make sure you meet in a public place and that leaders are accountable to each 
other for their actions. 

Á Make sure all leaders know what mandatory reporting requirements apply to them and where to 
find help when a young person is at risk or in need of assistance. For example, if a young person 
told a youth group leader that they had been abused as a child, or they were being bullied at school, 
or they had an eating disorder or an alcohol problemé would the leader know what to say? Who 
would they talk to? Where would you get help? 

Á Look at the toilet facilities in terms of how isolated they are and make sure that young people can 
access them without risk of harm. If the group meets at night consider other areas where safety 
might be an issue. 

Á Young people will want and need to discuss topics that concern them as they work out who they 
are as a Christian in the world. For example, high schoolers will inevitably be exposed to the issues 
of sex, drugs and alcohol, and itõs important for youth groups to address these issues. However, 
you need to do it in a way that is appropriate. Ill-informed information sessions or a youth group 
night where the issues are discussed but there is no support provided for a young person struggling 
with one of these things are not appropriate.  

Á Everyone should know how to evacuate the building and where to meet in case fire, where the first 
aid kit and ôphone are located and how to contact parents. 
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2. Supervision is the only reliable prevention. There must be one adult to eight young people for the first 

eight and then one adult to twelve young people. For example, a youth group of twenty needs at least 
two leaders.  If your group is going to split up into different rooms then you also must make sure that 
you have enough leaders to have two adults in each location. 

 
In mixed groups it is recommended that there be both a male and female leader. In single sex groups it 
is recommended that there be two leaders of the same sex as the group. 

 
Younger helpers are great but they shouldnõt be left with sole responsibility.  
 
Always allow parents and other adults with a valid interest in the group to come and see what you are 
doing. 

 
3. Expectations, anticipation, planning, a discipline plan and communication can reduce risk. See Section 

2 for more details. Remember: 

Á Make sure that games are safe ð leaders should lead by example in physical games, making sure that 
how people touch each other is appropriate but also making sure that no-one gets hurt. 

Á Make sure the area where you hold activities is appropriate ð donõt play running games in an area 
with glass doors. 

Á Make sure that your regular meeting is safe ð for young people this age that generally doesnõt mean 
checking that the power points are covered! It means making sure there are group rules about 
couples leaving the building, about arriving and leaving the meeting, and about how they treat each 
other. 

Á Think through the issues of email and SMS. Neither lend themselves to accountability or visibility. 
Your group might decide not to use them at all ð that would be the safest although it might restrict 
communication somewhat! Other alternatives are parental permission (accountability), copying all 
electronic correspondence to another designated co-leader (visibility)é itõs difficult but worth 
considering as abuse, bullying and gossiping is common in electronic communication. 

Á Some young people can be distracting and others can be destructive. There are ways of dealing with 
that ð such as having a well planned time with plenty of activities and plenty of leaders. Having a 
Discipline Plan is a great idea. Section 2 focuses on younger children but it may give you some 
ideas about putting one together. Having the group determine the rules is a great start. 

Á All young people are sensitive. Some of them may not look ité or sound ité but what you say 
matters. Leaders should know and understand that their words are important. Take a look at 
communication in Section 2. 

4. Make sure the physical environment is safe. Use the 10 Minute Health Check at the end of this section 
to help you. 

5. Good housekeeping is essential for this type of group. See Section 1 for more details. You should have: 

Á A newsletter for parents to tell them who the leaders are, what the group is about, any child 
protection matters such as photos, drop off and pick up rules etc, and contact phone numbers. 

Á An attendance list. 

Á A registration process. This must include contact details and permission to seek medical treatment 
if necessary. If a person is injured whether it is on church property or during an òoff-siteó event, 
then you have a responsibility to ensure that medical treatment is immediately provided. A sample 
form is provided for you in Section 8. 
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Á Permission note / liability release for all hazardous activities. This is provided for you in Section 8. 

Á Permission notes for all activities that are òoff siteó or involve travel of any kind and a 
transportation policy. See Section 1 for details. 

Á Medication policy and forms as provided in Section 8. 

Á A food safety co-ordinator where food is provided. See Section 1 for food handling guidelines. 

Á In case of an accident, you record precisely what happened, where, time, date, witnesses (names & 
addresses & phone numbers). In the event of a serious incident you must contact the Child 
Protection Unit who will inform Church Offices. An Accident / Incident Report Forms as 
provided in Section 8.  

6. At the end of your time together make sure everyone returns home as per the registration details or as 
agreed with parents.  

 

 

*youth 
 ministry 
from the MINISTRY PAPERS 

 
 
òHigh-schoolers are trying very hard to figure out who they are. Theyõre very conscious of their looks, 
intellectual capacity and sporting ability and wonder if any or all of these things determine their identity. 
We need to tell them that God loves them heaps just as they are and that through Jesus they can be 
children of God.ó 

 
This is an extract from the MINISTRY PAPERS. Want to think more about how and why you 
are working with youth? Check them out. For more information go to www.pynsw.org.au 

http://www.pynsw.org.au/
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Youth Group HEALTH CHECK 

KEEP THE COMPLETED FORM ON FILE INDEFINATELY. 

Item What needs 
fixingé 

By whom? By 
when? 

Ã Have all leaders completed the Breaking the Silence 
training and Section 1 of the Simply Safe training so 
that they understand their responsibilities? 

   

Ã Have all leaders completed Simply Safe Section 2 and 
discussed the requirements for expectations, 
anticipation, planning, discipline and communication? 

   

Ã Have you established and implemented 1:1 
discipleship policy that complies with Breaking the 
Silence? 

   

Ã Have you considered how you will deal with SMS and 
email communication to ensure visibility and 
accountability? 

   

Ã Have you established group rules and discipline 
procedures? 

   

Ã Have you reviewed the curriculum to ensure that 
appropriate support is available when difficult topics 
are discussed? 

   

Ã Have any new leaders been through a selection 
processes, including reference checks where 
appropriate? 

   

Ã Do all leaders have a copy of the Breaking the Silence 
brochures ôóOur Policyó and òCode of Conductó? 

   

Ã Do all leaders have a position description? Does it 
include policies such as drop-off / pick-up 
requirements, discipline etc?  

   

Ã Have all leaders complied with the screening process? 
NOTE: If you are unsure of what is required please 
contact the Child Protection Unit. 

   

Ã Have you appointed a qualified First Aid Officer and 
ensured that all leaders know who they are? 
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Ã Do all leaders know what to do in case of an 
emergency, and where the ôphone, first aid kit and 
parent contact details are located? 

   

Ã Are there appropriate toilet facilities available that can 
be accessed without risk of harm? 

   

Ã Is there sufficient external lighting so that the venue is 
safe? 

   

Ã Have you considered how many leaders there should 
be per child? (1 adult to 8 young people for the first 8 
and then 1:12. For example if your group has between 
1ñ20 young people you need 2 leaders, if it has 21-32 
young people you need 3 leaders etc.) Have you 
allowed for two adults per group where different 
locations are used? 

   

Ã Have you thought about the maximum number of 
children that will fit your venue space? (You need 
about 2 ½ metres for each person ð more if you play 
active games in the area) 

   

Ã Do you have a newsletter for parents to tell them 
who the leaders are, what the group is about, any 
child protection matters such as photos, drop off 
and pick up rules etc, and contact phone numbers. 

 

   

Ã Do you keep an attendance list? 
 

   

Ã Do you have a registration process using a form 
that includes all the necessary details as provided on 
the sample Section 8? 

 

   

Ã Do you have the permission note / liability release 
for all hazardous activities as provided for you in 
Section 8? 

 

   

Ã Permission notes for all activities that are òoff siteó 
or involve travel of any kind?  

 

   

Ã Do you have a medication policy and forms as 
provided in Section 8? 

 

   

Ã Do you have the Accident / Incident Report 
Forms as provided in Section 8? 
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Ã If you serve food have you appointed a Food Safety 
Coordinator and ensured that all allergies are known? 

   

Ã Are electrical appliances in good working order and 
secured as necessary? 

   

Ã Are power outlets (cords, extension leads, power 
points etc) out of reach or properly protected? For 
example, power point plugs for those not in use? 

   

Ã Are all chairs stacked out of reach or in small stacks 
that cannot be toppled? 

   

Ã Have you reviewed games played and the location 
in which they are conducted to ensure they are 
safe? 

   

Ã If you are anywhere near water with your group ð a 
trip to the beach or the pool for example ð take 
extra precautions. Stay with the group, have extra 
leaders, swim between the flags or in a pool with a 
life guard on duty and have the relevant parental 
permission. 

 

   

Ã If you conduct an event òoff-siteó, ensure that your 
Session or an appropriate coordinator appointed by 
your Session is aware of where and when you are 
going and what you will be doing.  
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Useful Forms 

Section 

8 
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ATTENDANCE LIST (inc. leaders) 
Name Wk1 Wk2 Wk3 Wk4 Wk5 Wk6 Wk7 Wk8 Wk9 Wk10 
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REGISTRATION FORM 
Please complete one Registration Form for each child 

 
Childõs Surname:___________________________ First name:_________________________________ 
 
Address:____________________________________________________________________________ 
 
Male / Female  Age:______________    Year at school:_________________ 
 
Parent / carerõs name:_________________________________________________________________ 
 
Contact number: (H)___________________ (W)________________(M)_________________________ 
 
Is there a current Custody Order regarding this child? Yes / No  
If yes, please provide details as appropriate_________________________________________________ 

 

___________________________________________________________________________________ 

 
___________________________________________________________________________________ 
 
 
MEDICAL DETAILS 
 
Does your child have any of the following? Please specify. 

ü Allergies: ________________________________________________________________________ 

ü Dietary requirements:_______________________________________________________________ 

ü Asthma: Are there any self-administered medications to be taken? Yes / No_____________________ 

ü Medicare number:_________________________________________________________________ 

ü Other relevant medical information:____________________________________________________ 
 
 
EMERGENCY CONTACT DETAILS 
 
Doctorõs name:_______________________________________________________________________ 
 
Address:____________________________________________________________________________ 
 
ôPhone number:______________________ 
 
 
Emergency contact name (if we cannot reach you):___________________________________________ 
 
Relationship to child:__________________________________________________________________ 
 
ôPhone number:_____________________ 
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CONSENT 
 
Authority to Collect / Travel Home 

Ã I give permission for my child to make their own way home (eg bike, walk, public transport) 

Ã I give permission for the following people other than myself to pick up my child from this programme: 
 
Name:_______________ Relationship to child:____________ Contact number:_________ 
 
Name:_______________ Relationship to child:____________ Contact number:_________ 
 
Note: Where travel is to be by car driven by a leader then a separate Travel Permission Note is 
required. 
 
Authority for Contact / Photos 

Ã I consent to my child being contacted by the leaders of this programme. 

Ã I consent to my child being contacted by the church to be informed of upcoming events. 

Ã I consent to my childõs photo being taken or a video being taken in which my child appears for use 
within the programme and the church in general. 

 
Authority for administering paracetamol 

Ã I authorise the leaders of this programme to administer one dose of paracetamol to my child as per 
the instructions on the medication. I understand that this authority is a guideline for administration of a 
specific dose. I understand that I will be contacted for my permission for each specific instance. I 
understand the potential risks and side effects of this medication for my child. 

 
By signing this form I authorise the leaders of this programme, in the event of an emergency, to obtain at 
my expense any medical, ambulance or similar services considered necessary.  
 
I also accept that any unacceptable behaviour on the part of my child may result in my child being sent 
home and/or being temporarily or permanently prohibited from attending this programme. 
 
I agree that the information contained on this Registration Form is true and correct. I agree that I will 
ensure that any changes to this information are advised in writing as soon as possible. 
 
SIGNATURE 
Parent / carerõs signature:__________________________  Date: __________________ 
 
PRIVACY 
Personal information collected is used only for purposes relating to the spiritual, pastoral, social, educational, administrative, 
legal and historical functions of the Church subject to the Churchõs Privacy Policy in accordance with the Privacy Amendment 
(Private Sector) Act 2000. Your acceptance of this written advice will be regarded as your consent to collect and so use the 
information as described. If you do not consent please advise immediately. A copy of the Churchõs Privacy Policy is available on 
request. Personal information will not be used for any other purpose without first obtaining your consent. 
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SIGN-IN / SIGN-OUT 
Childõs Name Arrival time Parent / Carer 

Sign-in 
Time of 

departure 
Authorised 

Parent / Carer 
Sign-out 
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AGREEMENT/ PERMISSION SLIP FOR HAZARDOUS 

ACTIVITIES - PCNSW 
Date: June 8, 2007  
Distribution: Assembly Committees, Committees and Boards of Management, Deacons Court  
Re: P/L Insurance ð Risk Warning and Indemnity 
From: Mavis Mock ð Insurance Manager 
  
We wish to advise that the purpose of hazardous activities has now changed from a public liability policy 
condition to becoming a Presbyterian Church risk management procedure. The onus is now upon the 
Church, School and College to ensure that good risk management procedure is carried out and that the 
interest of the Property Trust and/or Church and School/College is protected against all claims arising 
from participants engaged in Hazardous Activities.  
 
It is essential that All participants, including volunteers and staff members, complete the attached 
agreement/permission slip, whereby the participant or their legal guardian (for participants less than 18 
years of age) agree to hold the Property Trust and/or Church/School/College harmless in the event of an 
incident or occurrence causing death, injury or damage to themselves or their child.  
 
The appropriate signed Agreements/Permission Slips are to be collected prior to any participant engaging 
in a hazardous activity as listed below:  
Å Abseiling/rock climbing (indoor and 

outdoor)  
Å Billy carting/go-carting/riding on the back 

of utes  
Å Bungy jumping 
Å Canoeing/kayaking/rafting 
Å Caving  
Å Cross country running (on or off track)  
Å Fishing (in boats and on rocks)  
Å High and low rope activities  
Å Horse riding 
Å Ice skating/sliding and surfing  
Å Initiative and challenge tasks (problem 

solving games, sporting challenges)  

Å Mechanical rides (eg. bucking bulls etc)  
Å Obstacle courses 
Å Orienteering/Rogaining (map and compass 

navigation)  
Å Paint balls shooting 
Å Parachuting  
Å Parasailing;  
Å Scuba diving/snorkelling/surfing  
Å Skiing  
Å Snow boarding  
Å Swimming (fresh and saltwater)  
Å Bushwalking (on and off track) 

 
If you are not sure whether or not your activity falls into one of the above category, please contact the 
Insurance Department. Other risk management issues for your consideration are:  
Å The ratio of participants to a leader/instructor is appropriate;  
Å Participants are provided with appropriate safety gear/instructions for the particular activity;  
Å The operator/instructor of the activity has a current qualification to undertake this activity;  
Å The operator has a current public liability insurance of not less than $10M. Evidence of the Public 

Liability Insurance showing that premium has been paid, is essential;  
 
Please find attached forms, which are to be used with immediate effect:Risk Warning, Consent and 
Indemnity Form A ð Adult Participants, and Risk Warning, Consent and Indemnity Form B ð Children 
Participants  
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Risk Warning, Consent and Indemnity Form A  

 

Agreement to be signed by all ADULT participants in hazardous activities 

Risk Warning, Consent and Indemnity Form A 
 

 

 

To [Name of Church, School or other Organisation], 
and to the Presbyterian Church (New South Wales) Property Trust 

 

RE: [Name of activity, location, date] 

 

 

Risk Warning and Indemnity 

In signing this document, I agree that [Name of Church, School or other Organisation] has warned me that 

certain inherent physical and/or emotional risks and dangers may exist in my participation in [specific name of 

activity].  I agree that I understand the general nature of these risks may include physical injury and bodily 

conditions (however occurring); emotional stress and shock. 

To the extent permitted by law, I agree to hold [Name of Church, School or other Organisation] harmless 

against any and all loss or damage that I may suffer as a result of any injury or damage sustained by myself 

while participating in the activity. 

 

Name of Program Participant(s) (please print):  

 

Signature of participant  

 

  

 

Date:  
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Permission slip to be signed by all PARENTS/LEGAL GUARDIANS  of children participating 

in hazardous activities except the Glengarry Outdoor Pursuits Centre 

Risk Warning, Consent and Indemnity Form B 
(To be filled in by parent, guardian or any other person with parental responsibility  

if participant is under 18 years old) 

 

 

To [Name of Church, School or other Organisation], 
and to the Presbyterian Church (New South Wales) Property Trust 

 

RE: [Name of activity, location, date] 

 

Consent to participation of son/daughter/ward (ñchildò) 

I,   , consent to my child,   ,  

participating in [specific name of activity].   

 

Risk Warning and Indemnity 

In signing this document, I agree that [Name of Church, School or other Organisation] has warned me and/or 

my child that certain inherent physical and/or emotional risks and dangers may exist in my childôs participation in 

[specific name of activity].  I agree that I understand the general nature of these risks may include physical 

injury and bodily conditions (however occurring); emotional stress and shock. 

To the extent permitted by law, I agree to hold [Name of Church, School or other Organisation] harmless 

against any and all loss or damage that I and/or my child may suffer as a result of any injury or damage 

sustained by my child while participating in the activity. 

 

Name of Program Participant(s) (please print):  

Name of Parent, Legal Guardian or person with parental responsibility (please print):  

   

Signature of person with parental responsibility. 

  

 

Date:  



 

Edition 1 June 2007  Page 50 of 54 

 

òOFF-SITEó or TRAVEL PERMISSION NOTE 

Please complete one for each child 
 
Insert information about the event or the reason for travel, including the date, drop off and pick up arrangements and any 
other relevant information to allow parents informed consent. 
 
CONSENT 
By signing this form I give permission for my child to attend the above event.  
 
I also authorise the leaders of this programme, in the event of an emergency, to obtain at my expense any 
medical, ambulance or similar services considered necessary.  
 
I also accept that any unacceptable behaviour on the part of my child may result in my child being sent 
home and/or being temporarily or permanently prohibited from attending this programme.  
 
I understand and accept that financial responsibility incurred as a result of damage to or loss of personal 
property cannot be assumed by the organisers. 
 
Authority for administering paracetamol (tick to consent) 

Ã I authorise the leaders of this programme to administer one dose of paracetamol to my child as per 
the instructions on the medication. I understand that this authority is a guideline for administration of a 
specific dose. I understand that I will be contacted for my permission for each specific instance. I 
understand the potential risks and side effects of this medication for my child. 

 
Authority to travel 

Ã I understand that travel is to be by (specify)___________________________________ 

Ã I give permission for my child to travel in a car driven by a person with a full license who is an appointed 
leader of this programme or a parent. 

Ã I give permission for my child to travel in a car driven by (name)________________ who has a provisional 
license. 

 
Childõs Surname:__________________________________ First name:__________________________ 
 
Address:____________________________________________________________________________ 
 
Parent / carerõs name:_________________________________________________________________ 
 
Contact number: (H)___________________ (W)________________(M)________________________ 
 
 
SIGNATURE 
Parent / carerõs signature:_______________________________________  Date: __________________ 
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MEDICATION AUTHORITY FORM 
I _______________ (Parent/Guardian) authorise ________________ (name of programme) at 
______________________(name of church) to administer the following medication to my child 
________________________ (Child). I understand the potential risks and side effects of this medication for my 
child. 
 
Childõs name: 
Medication:       Expiry Date: 
Dosage of each administration:     Times of day to be administered: 
Special instructions: 
 
I understand that PRESCRIPTION medication can only be given to my child if the medication is (please tick in 
presence of parent as each item is checked): 

Ã in its original packaging 

Ã has been prescribed for the above child  

Ã is in a container bearing a pharmacy label showing the childõs name 

Ã has a current use by date 

Ã and clear instructions 
 
I understand that NON-PRESCRIBED, homeopathic, herbal or naturopathic medication will only be 
administered if (please tick in presence of parent as each item is checked): 

Ã it is in a container with a label containing the childõs name 

Ã the name of the medication is clear 

Ã there is a current use by date 

Ã there are instructions or a letter from a pharmacist or the registered health professional 
 
I understand that for any long term medication, I must provide a letter from my 
doctor which states: 

Ã the health condition being treated 

Ã the purpose of the medication 

Ã instructions on its administration 

Ã side effects to monitor for 

Ã an emergency or first aid care plan if relevant 

Ã a date to review medication 
 
Doctorõs name, address and phone number: 
Emergency contact names and numbers for child: 
 
I agree that I will ensure that any changes to this information are advised in writing as soon as possible. 
 
Parent/Guardian Signature: _________________________________ 
Parent/Guardian Name (Please print): _________________________  
 
Representative of Churchõs Signature: ____________________________________ 
Name (Please print): _________________________ Date: ____________________ 
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RECORD OF ADMINISTRATION OF MEDICATION 
 

Date Name of 
child to 
whom 
medication 
given 

Medication Dose Given Time 
Given 

Signature of 
person 
administering 
medication 

Signature of 
person 
checking 
medication 
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ACCIDENT / INCIDENT REPORT FORM 
Complete at the time of the accident / incident 

 
Accidents and incidents where a child or young person is injured on church property or during an event 
that the church is running do happen from time to time. Accidents are those things that are unexpected. 
Incidents are an act that harms someone, such as bullying or fighting. 
 
When a child, young person or leader is hurt an Accident / Incident Report Form must be completed. 
This is sent to the Child Protection Unit who will provide a copy to the Church Office for insurance 
purposes. A copy is kept at the pastoral charge. This form is not to be given to anyone outside the 
Presbyterian Church of Australia. 
 
PROGRAMME DETAILS 
 
Pastoral charge:______________________________________________________________________ 
 
Name of ministry group:_______________________________________________________________ 
 
Group leaderõs name:__________________________________________________________________ 
 
Location of programme. Please provide address: 

Ã Church property:__________________________________________________________________ 

Ã Camp site:_______________________________________________________________________ 

Ã Private property:__________________________________________________________________ 

Ã Other___________________________________________________________________________ 
 
 
ACCIDENT / INCIDENT DETAILS 
 
Date:_________________________ Time:_____________________ 
 
Location if different to the above:________________________________________________________ 
 
 
DETAILS OF CHILD / CHILDREN or YOUNG PEOPLE INVOLVED 
 
Name:___________________________________________________________ Age:______________ 
Address:_________________________________________________________  Ph:_______________ 
Male / Female 
 
Name:___________________________________________________________ Age:______________ 
Address:_________________________________________________________  Ph:_______________ 
Male / Female 
 

Ã If additional children / young people are involved please attach a separate sheet and tick. 
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DESCRIPTION OF ACCIDENT / INCIDENT 
 
Did the accident occur travelling to or from an activity?  Yes / No 
Did the accident occur during an authorised activity / normal programme hours?  Yes / No 
If yes, was the activity supervised? Yes / No  
If yes, please provide the supervising leaderõs name:___________________________________________ 
If yes, what activity was in progress at the time of the accident? 
 
Please write a description of how the accident happened (to the best of your knowledge) including relevant 
information such as warning instructions prior to the activity, weather conditions, and safety equipment 
being used. A separate piece of paper may be used. 
 
Were there witnesses to the accident? Yes / No 
If yes, then please supply the witness details: 
Name:__________________________________________________________ Ph:(W)_____________ 
Address:_________________________________________________________  Ph:(H)_____________ 
 

Ã Please ask the witness to write down what they saw and attach it to this report. 
 
FIRST AID 
Please select the most appropriate: 

Ã No first aid required. 

Ã First aid was administered and the child/young person continued in the programme. 

Ã First aid was administered and the child/young person went home.  

Ã First aid was administered and the child/young person was taken to hospital. 

Ã First aid was administered and an ambulance was called. 
 
CONTACTED 
Please select one or more of the following: 

Ã Parents / carers were contacted at _____________ (time) 

Ã Ambulance was called at _________________ (time) 

Ã Police / Emergency services were called at ______________ (time) 

Ã Church leadership was contacted at_________________ (time) 

Ã CPU was advised _____________________ (date and time) 
 
FOLLOW UP ACTION 
Please describe any follow up action taken: 
 
INSURANCE 
Note: In NSW the Committee of Management may need to complete the Incident Report Form and Investigation Report 

Form (pgs 52 & 53) in the Insurance and Claims Procedure Manual Congregation Edition ï June 2007. In other States and 

Territories the appropriate insurance procedures should also be observed. 

 
SIGNATURE 
Name of person completing this form:_____________________________________________________ 
Signature:__________________________________ ôPhone:__________________ Date:____________ 


