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INTRODUCTION




EE] LUKE 18:16

But Jesus called them to him, saying, “Let the children
come to me, and do not hinder them, for to such

belongs the kingdom of God.

Welcome to the ICA Family and thank you for your willingness
to serve at International Christian Assembly (ICA) Children’s
Ministry. The church appreciates your commitment and
participation in the work and lives of the precious ones that

God had brought to us.

ICA Children’s Church provides a Bible based, age-appropriate
community for children from birth to 10 years. We partner with
you to minister to the families and assist in laying a spiritual
foundation and to lead the children into a personal relationship

with God through Jesus Christ.



CONTACT AND CAMPUSES

ENGLISH | SUNDAY 9:30AM AND 11AM

> ica.children@icahk.org Qg 2527 2270/ 2102 0922

Birth - 24 months ICA North Point 483 King’s Road, North Point
3 -10years ICA Tanner 1/F, 44-50 Tanner Road, North Point

CANTONESE | SUNDAY 10:30AM
< ica.cantonese@icahk.org Qs 2527 2270 /5100 7378
ICA Marble Road Room 209, 2/F, Marble 33, 33 Marble Road, North Point

NEPALESE
> ica.nepali@icahk.org Qs 2527 2270/ 9753 4713
ICA Wan Chai 4/F, Queen’s Centre, 58 Queen’s Road East, Wan Chai

CHAI WAN CAMPUS
> ica.chaiwan@icahk.org Qs 2527 2270 / 6068 4894
ICA Chai Wan 121 Wan Tsui Road, Chai Wan
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VISION FOR MINISTRY IN
ICA CHILDREN’S MINISTRY

At ICA our vision is “Let Heaven Come!” because it is the
Lord’s Plan to make earth more like heaven, people more like
JESUS. When we pray, we encounter the FATHER, entrusted
with the message of JESUS CHRIST; the timeless truths of
Scripture shared in a timely way and empowered by the HOLY
SPIRIT.

We are a Church where young people are equipped and
released into ministry; and touching their generation, the
church as a whole and their community for Christ. We have
both the vision of the old and the vitality of the young; living
together in Unity. Children’s ministry is one context/place
where the generations come together for the purpose, where
children know God intimately and are released into ministry

and become leaders wherever they are.



GOALS FOR VOLUNTEERING IN
ICA CHILDREN’S MINISTRY

Nurture the hearts of the children that God has sent to us
- love and acceptance.

* Lead children to know God and to respond to the gospel
and be filled with the Holy Spirit.

* Equip children to use their God-given natural abilities for
God’s glory.

* Help children discover their unique talents and contribution
to the kingdom of God and their communities.

* Release children to minister and exercise the gifts of the Spirit.



CULTURE OF ICA
CHILDREN’S MINISTRY

1.

We are aware of God’s Presence in all we do.

We do not do things FOR God. We do things WITH God. Our ministry
flows from an intimate relationship with God, an obedience to His
voice, and a passion for His manifest Presence. This passion is not
kindled only because we need Him for ministry, but born out of a true
desire to know Him.

We operate from a position of Sonship in God.

We do not strive for importance and acceptance. Rather, the love of
God our Father brings healing and restores us to a place of wholeness.
As we experience God's generosity through His grace, the mentality
that “There won't be enough” is broken, and we are moved out of
generosity and abundance just like our Father.

We honor and celebrate people.

We honor our leaders and those we lead; honor flows both ways. Honor
values people regardless of their status because it recognizes that all
people are created in the image of God. We affirm people when they
do well and do not condemn them when they stumble.

We are a fun and relational community.

We value relationships and choose to be enjoyable around each other.
As we have been adopted into God’s family, we bring family into all that
we do. We grow in our trust and vulnerability with each other.

My part serves the bigger picture.

We choose unity above personal agenda. It is not about “me"” and
“my" but rather “we" and "ours".



10.

Together, we build up the church for God's kingdom, submitting to our
leadership and trusting that they have the bigger picture in mind.

We are a leadership generation.

We create a culture that does not control but empowers people to
make decisions, grow in their giftings, and to fulfill their God given
calling. We see the potential in people and call them to greatness,
knowing that our words have the ability to bring life to those around us.

We build the legacy of God’s house.

We build for the future, leaving our children’s children with an inheritance
so that our ceiling becomes the floor of the next generation.

We have a covenant relationship with our church, born out of passion
and sacrifice for our spiritual family and God's vision for the church.

We dream big and do the small things well.

We are always looking forward and going further than we've ever been,
knowing the best is yet to come. We are faithful with what God has
presently placed in our hands, pursuing excellence and the wisdom of
God in all we do.

We eat the impossible for breakfast!

We have a supernatural God who can do all things, and we do not
hesitate to bring any problem to the feet of Jesus. With joyful
anticipation and faith, we partner with God who has empowered us
with the Holy Spirit to fulfill our calling.

We represent Christ.

Because the sacrifice of Jesus on the cross, we have received the calling
to represent Him on earth. Jesus revealed the goodness of His Father to
the world when many saw God as distant, angry, and unapproachable.
As ambassadors of Christ, we carry His name well and show who God
is, bringing people to salvation in Jesus Christ.



FAITH STATEMENT




We believe the Scriptures are inspired by God and declare
His design and plan for mankind.

We believe there is only One True God - revealed in 3
persons, Father, Son & Holy Spirit (commonly known as
the Trinity).

We believe in the Deity of the Lord Jesus Christ. As God's
Son Jesus was both human and divine.

We believe, though originally good, man willingly fell to
sin, ushering evil and death, both physical and spiritual,
into the world.

We believe that every person can have restored fellowship
with God through salvation (accepting Christ's offer of
forgiveness for sin).

We believe and practice 2 ordinances: (i) Water Baptism
by immersion after repenting of one’s sins and receiving
Christ’s gift of salvation, (ii) Holy Communion (the Lord’s
Supper) as a symbolic remembrance of Christ's suffering
and death for our salvation.

We believe in the Baptism in the Holy Spirit, according to
Acts 2:4, is given to believers who ask for it. It is a special
experience following salvation that empowers believers
for witnessing and effective service, just as it did in the
New Testament times.

12



We believe that sanctification initially occurs at salvation
and is not only a declaration that a believer is holy, but
also a progressive lifelong process of separating from evil
as believers continually draw closer to God and become
more Christ-like.

We believe that the Church has a mission to seek and save
all who are lost in sin. We believe “the Church” is the Body
of Christ and consists of the people who, throughout time,
have accepted God’s offer of redemption (regardless of
religious denomination) through the sacrificial death of His
Son Jesus Christ.

We believe in a divinely-called and scripturally-ordained
leadership ministry that serves the Church. The Bible
teaches that each of us under leadership must commit
ourselves to reach others for Christ, to worship Him with
other believers, and to build up or edify the body of
believers, the Church.

We believe divine healing of the sick is a privilege for
Christians today and is provided for in Christ's atonement
(His sacrificial death on the cross for our sins).

We believe in the blessed hope when Jesus raptures His
Church prior to His return to earth (the second coming). At
this future moment in time all believers who have died will
rise from their graves and will meet the Lord in the air, and
Christians who are alive will be caught up with them, to be
with the Lord forever.



We believe in the millennium reign of Christ when Jesus
returns with His saints at His second coming and begins
His benevolent rule over earth for 1000 years.

We believe and look forward to the perfect new Heavens
and a new earth that Christ is preparing for all people, of
all time, who have accepted Him. We will live and dwell
with Him there forever following His millennial reign on
earth.



VOLUNTEERING




DEFINITIONS
Adults who are on campus may fall into two categories:
(1) Visitors and (2) Volunteers.

VISITOR

A Visitor is an adult who has been admitted onto campus
to perform a specific service for the Church (e.g., outside
vendors who are completing a job or a guest speaker coming
to lead worship) or to participate in on-campus events (e.g.,
parents coming to see chapel performance or drop off lunch
or to attend a prayer meeting). These individuals do not have
unsupervised access to ICA children and are not considered

volunteers subject to this policy.

VOLUNTEER

A Volunteer is an adult who performs a routinely scheduled
service for the Church (e.g., weekly parent assistant, group
leaders who are not Church employees, non-paid coaches,
etc.). Though always under the direction of an ICA employee,
Volunteers may have unsupervised access to ICA children and

MUST complete the volunteer background check.

Special Notes:

Any volunteer who is assigned to accompany children on overnight activities
MUST complete the volunteer background check.

According to Hong Kong Immigration Law, all adults identified as a volunteer
must have a valid Hong Kong ID.



SCREENING, APPLICATION
AND ON-BOARDING PROCESS

All volunteers are subject to screening and must complete the

following application process:

STEP 1
Complete the “"VOLUNTEER APPLICATION".

After the screening process has been completed, ICA reserves
the right to grant or deny final approval of all volunteers’

applications.

STEP 2

Once approved, and for each subsequent year you MUST
read the Child Protection Policy and sign the Declaration
Form (Appendix 1) if you plan to continue volunteering at ICA.
For your reference, the Volunteer Handbook is located on the
ICA Portal.



VOLUNTEER RIGHTS AND
RESPONSIBILITIES

All volunteers are subject to screening and must complete the

following application process:

AS A VOLUNTEER,
YOU CAN EXPECT FROM ICA

Recognition and thanks from ICA for your valuable time
and assistance.

Something for yourself such as new skills, friendships, or
personal fulfillment.

Appropriate information and support to undertake
your duties effectively and efficiently with feedback on
completion of your duties.

Worthwhile duties that are within your capabilities and
areas of interest (you can say ‘no’ to duties you do not feel
comfortable with and still feel respected).

Consideration and respect from church employees and
other volunteers.

Clear instructions about what you have to do and to whom
you should report.

To feel comfortable going to your supervising staff member
for support.



Freedom to make suggestions and be involved in planning.
The space to make mistakes without fear of condemnation.

Training and familiarization in the church’s climate and
procedures (values, emergency procedures, equipment,
etc.).

Limited liability insurance in case of accident.



WHAT DOES ICA CHILDREN’S MINISTRY
EXPECT FROM YOU

Behave in a pleasant, respectful and trustworthy manner.

Be supportive and encouraging to children, church staff
and other volunteers.

Uphold ICA's core values and beliefs.

Perform your duties according to the church’s policies and
procedures

Maintain confidentiality protecting the privacy and dignity
of children and their families

Report serious concerns to ICA staff.

Be dependable and consistent in fulfilling your duties
(please give your team leader adequate notice if you are
unable to attend your appointed time).

Undertake training and information sharing to assist in
carrying out your volunteer activities more effectively.

State clearly duties you do not feel competentin performing
so that these may be assigned to other volunteers or so
that you can have further training.

Provide constructive feedback and suggestions so that the
volunteer and Church programmes can be improved.

20
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VOLUNTEERING
GUIDELINES




PRESENCE IN CHURCH

Because the Church administration is accountable for the
people who are on church premises, the Church requests that
volunteers follow the procedures below when volunteering at
ICA.

SECURITY PROCEDURE

* Sign a volunteer agreement and confidentiality declaration
(Appendix 2). Your application to be a volunteer will be
processed and you will be informed in due course on the
status of your application. In the meanwhile, you may sit in
as an observer.

* Once your application is approved, the following are the
procedures to be observed:

v" Register at Welcome Desk upon arrival and departure

as per our security procedure.

v" Wear the provided volunteer T-shirt and badge at all

times.

v" Notify the ministry leader and your team as early as
possible if you are unable to fulfill their volunteer

commitment.

The volunteer/visitor has limited personal accidental injury

insurance under the church’s liability plan.

22
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CHURCH EMPLOYEE AND
VOLUNTEER RELATIONS

At ICA, both paid staff and volunteers work together toward
achieving the mission and goals of the Church. Both contribute
in significant ways, and volunteers are seen to complement
the work done by paid staff. Feedback is always welcomed,
and volunteers should feel comfortable approaching staff or
administration with suggestions that might help improve the

Church programme.



STUDENT AND VOLUNTEER
RELATIONS

ICA expects that volunteers will strive to set the kind of

example that children can follow in their own conduct and

behavior. For the protection of the volunteers and the Church,

volunteers should maintain clear and professional boundaries

in their interactions with children.

Volunteers should limit time alone with children and they
should perform their volunteer duties involving children in

a visible “public area” that can be monitored or supervised
by Church staff.

All interactions with children should be professional and
focused on teaching and learning with the well-being of
the student as a top priority.

Any physical contact must be professional and appropriate.

Volunteers should not initiate or engage in social activities
or engage in prolonged conversations of a personal nature
with children, this would also include social networking
with children outside of Church.

Volunteers should report any reasonable suspicion of
abuse or neglect to the Ministry Head, Pastor in charged,
or other Church employee immediately.

24
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COMMUNICATION

Ephesians 4:29 (NIV) Do not let any unwholesome talk come
out of your mouths, but only what is helpful for building
others up according to their needs, that it may benefit those

who listen.

Communication between volunteers and church employees or
children and vice versa should be respectful and wholesome
with the good of the recipient in mind. The content of such
communication should never be sexually suggestive and

should respect personal boundaries of others.

CONFIDENTIALITY

In the context of working with children and Church employees,
the volunteer may become aware of confidential or personal
information about children and their families, teachers, or staff.
It is expected that volunteers will maintain discretion and total
confidentiality and not approach parents or ministry members
with information that arises from their volunteer relationship
with the Church. If the volunteer becomes aware of personal
information, he or she should respect the privacy and dignity of

individuals and not share it with others. If the information raises



concern for the wellbeing of a child, he or she should report
such information to the Church administration immediately.
Again, volunteers should report any reasonable suspicion of
abuse or neglect to the pastoral staff, Church DCPO, or other

Church employee immediately.

In addition, volunteers may not solicit information or take
photos of children, their families or Church employees; neither
should they distribute or post these in any digital, non-digital
or social media platform such as but not limited to Facebook,
WhatsApp, WeChat, etc.

DIGITAL MESSAGING
GUIDELINES

¢ Children’s Ministry groups to be facilitated by ICA full time
staff or any volunteer as appointed by the Church

e All parents and ministry volunteers/staff invited to join may
accept or decline

e For information ONLY (for example, Church/ministry
related events; announcements, special arrangements,
etc) and avoid sharing any unverified information

e Avoid information that has not officially been announced/
provided by the Church

* Avoid personal information or photos

* Keep information positive

26
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DRESS AND APPEARANCE

The Church requires that volunteers dress modestly and
appropriate for the volunteer duty. Clothing should be
clean and tidy. Whenever provided, the volunteers should
wear the Children’s Church T-Shirt when discharging his/her

commitments in Children’s Church.

USE OF CHURCH EQUIPMENT

Volunteers should receive appropriate training from Church
staff before using Church equipment such as photocopiers,

cutters, binding machines, etc.



REST BREAKS AND
RELATED ACTIVITIES

ICA is a smoke-free/alcohol-free/drug-free campus and these
items should not be brought to or used on campus. If taking a
break or relaxing, please do so in a private location away from
children. In addition, please be considerate of those working

and monitor the volume of conversations.

CONFLICTS AND GRIEVANCE

In the case of conflict between a volunteer and a Church
employee, each should attempt to address the issue personally
with the individual(s) involved. If help is needed, the individuals
may seek the help of the pastoral or ministry staff.

28
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EMERGENCY
PROCEDURES




CAMPUS EVACUATION

It is important that volunteers are aware of their surroundings

and know the appropriate evacuation routes. This is so that

they can quickly and safely lead the children to the exits in case

of fire or other emergency requiring immediate evacuation.

IN CASE OF THE SOUNDING OF
A CONTINUOUS ALARM WITH
FLASHING LIGHTS (FIRE ALARMS)

Stay calm and gather the children in front of the classroom
door.

Count the number of children with you.

Follow the fire marshal/warden’s instructions and evacuate
the building through the nearest escape route, as per fire
evacuation plan.

Move quickly to the meeting area along the pedestrian
walkway to the designated safe area. (see evacuation map
below).

Ministry staff and volunteers should assemble and account
for the children who were present in Children’s Church.
The attendance sheet for that day will be used for roll call.

Please refer to P.4 for the Safe/Holding Area for Children’s

Ministry at the various locations.
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SUMMARY




[EE] JOHN 15:5

| am the vine; you are the branches. Whoever abides in
me and | in him, he it is that bears much fruit, for apart

from me you can do nothing.

As we work together to minister to the children that God brings
to us, let us do our utmost for him, be hungry for the Word
of God and abide in Him. (John 15:5) Thanks for choosing to
volunteer with us and as you walk this journey with us, | believe
you will find the experience invaluable and exhilarating; and

may you also grow in the maturity of God.

32
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DECLARATION

Declaration to be signed by all personnel working with children
on behalf of International Christian Assembly (ICA):

Under the Child Protection Policy, those who intend to be
employed or volunteer in a role which involves or is likely
to involve regular contact with children must complete the
following declaration form to prove their suitability to work
with children.

If you do not complete the declaration, you may not be
engaged in a relevant role. If your declaration is later
discovered to have been false in any material respect, you

may be removed from any relevant role.

1. I have no criminal charge/s pending against myself before
the courts in Hong Kong or elsewhere. (excluding minor

traffic offences)

2. | have no criminal conviction/s or findings of guilt against
myself for sexual offences, offences related to children, or

acts of violence in Hong Kong or elsewhere.

3. | have read and understood The Church’s Child Protection

Policy and | agree to abide by its contents.



4. | have had the opportunity to discuss this policy, and ask
any questions | may have for the purpose of clarification

and understanding my responsibilities in this position.

| confirm that all of the statements made are true and correct
on the date of signing | will notify the Child Protection Officer
upon becoming aware that any matter set out above has

changed.

Name:

Signed:

Date:

If you have any questions you may speak with the Child
Protection Officer prior to completing the declaration. In
addition to completing this declaration, you may require
to speak in confidence with the Child Protection Officer to

discuss your suitability for the proposed role.

34
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VOLUNTEER APPLICATION

Thank you for your interest in serving our Children’s Church Ministry.

God truly calls, empowers and equips His people. ICA Children’s Church
Ministry staff is committed to praying with you as you move forward in His
service.

This application is to be completed by all volunteer candidates. It
will be used for us to get to know you and help provide a safe and
secure environment for the children attending ICA Children’s Church.
Only appropriate Church leadership staff will review this confidential
information.

CONTACT INFORMATION

Name

Last 4 digits of HKID / Passport

Date of Birth Month Day

Gender

Marital Status

Mobile Phone

Email Address




YOUR CHRISTIAN WALK

Do you attend International Christian Assembly?

No, | am new to church

No, | had been attending another church regularly

Church Name

How long have you attended?

Yes, | had been attending ICA:

Which cell-group or Ministry do you attend?

How long have you attended?

Who is the current leader?

When and where were you water baptized?

Have you read and do you agree with ICAHK Faith Statement?
No / | have some questions

Yes, | have read and agree with it.

What experience do you have with working with children?

36



REFERENCES

Volunteers are requested to provide minimum 2 references from ICA /
previous church or ministry (if you are not ICA member).

Please note that ICA ministry staff will contact your referee with respect to
your application to serve in ICA Children’s ministry.

15T ICA REFERENCE

Name

Mobile Phone

Email Address

2N° |CA REFERENCE

Name

Mobile Phone

Email Address

37



15T REFERENCE

Name of Church

Name

Mobile Phone

2N"° REFERENCE

Name of Church

Name

Mobile Phone

38
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VOLUNTEERING COMMITMENT

| agree for volunteering in a minimum term of one year.

Please prioritise which team you are able to serve in.
1= highest prioritise and leave the not applicatable option(s) blank

Every volunteer will be equipped to be a small group leader; it is a team effort.

__ BABZ (Birth — 2 years) Welcome team (Tanner Road)
__ TODZ (2 years — 3 years 5 months) ____ MC (Tanner Road)
— KIDDIZ (3 years 6 months — 4 years) ____ P-DATE (Monthly Prayer Meeting)

_ ANGELZ (5 years — 6 years)
_ KIDZ (7 years — 8 years)
— KINGZ (9 years — 10 years)

— STARZ (Special Needs)

Share with us any special gift / interest you have:
Can choose more than one

Puppetry Media

Music (Vocal / Instrumental): Classroom Management

Arts and Crafts Teaching

D
rama Other:

VOLUNTEERING COMMITMENT

In caring for children at ICA, it is our responsibility to seek volunteers
who are able to provide healthy, safe and nurturing relationships. Please
answer the following questions accordingly with the understanding that
others may review the information provided by the ICA Staff. Any special
concerns will be addressed individually and in strictest confidence.



10.

If you answered YES to any of the above questions,please explain briefly.

Yes

Are there any circumstances in your past that would
call into question your ability to work with children
and to model a Christ-like character to them?

(i.e. addictions, adultery, pornography etc.)

Have you ever been accused, charged, arrested,
convicted or pleaded guilty to any crimes?

Have you ever used illegal drugs?

Have you ever been accused or convicted of the use
or sale of illegal drugs?

Have you ever been hospitalized, treated for, or
struggle with alcohol or substance addiction?

Have you ever been charged with a misdemeanor or
felony?

Have you ever been treated for a psychiatric disorder
and or currently on psychiatric medication?

Are you currently engaged in any conduct contrary to
the teaching of the Bible?

Do you have any health issues that could place the
children at ICA at risk?

Have you ever been accused, charged or alleged to
have, or have committed any act of neglect, abuse
molestation of any child?

40
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STATEMENT OF RELEASE

| hereby authorize ICA to verify all information contained in this
application. | hereby authorize any individuals to disclose any and all
information to ICA. | release all such person or entries from liability
that may result or arise from ICA's collection of all information or its
consideration of my application.

| also grant ICA leadership permission to make any and all inquiries
regarding my application for a volunteer position in ICA. | grant permission
for any representation of ICA to share any information they believe may
impact a decision for the volunteer position | am applying for. This release
is in effect for 90 days from the date | submit my application to ICA staff.

INTERNATIONAL CHRISTIAN ASSEMBLY
CHILDREN’S CHURCH COMMITMENT

Having committed to serve in the ICA Children’s Ministry and to the
habits essential for maturity, and having attended a Children’s Volunteer
Orientation, | will commit to:

* Read and practice the Child Protection Policies of ICA

* Prepare for ministry by growing in my personal relationship with Christ
by reading the Bible and prayer.

* Report to assigned duty time. In case of absence, except medical
reasons, try your best to provide one-day notice to Children’s Church
Admin team.

* Practice the gifts of the Holy Spirit.
* Be teachable

* Support and pray for the ICA Children’s Ministry, specifically for the
children | serve

e Attend all Children’s Ministry meetings and training.

* Develop my spiritual growth and education by participating in any ICA
meetings.



INTERNATIONAL CHRISTIAN ASSEMBLY
CHILDREN’S CHURCH COMMITMENT

| understand that ICA reserves the rights to accept or reject my application
to volunteer in Children’s Ministry. Should my application be accepted,

| agree to follow ICA policies and refrain from unbiblical conduct in the
performance of my services on behalf of the church. | certify that the
above information and statements are true and complete to the best of
my knowledge. | understand the personal information collected in this
application will be securely kept and held confidential and used by ICA
Staff for the sole purpose of updating and coordinating volunteers for
Children’s Ministry, in compliance with requirements under the Hong Kong
Personal Data (Privacy) Ordinance as may be updated from time to time

Applicant’ s Signature Parental Signature
(If applicant is under the age of 18)

Date Date

Mobile

Email
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REPORTING PROCEDURE

Reporting procedure flow chart 2.1 (Allegations against staff

and volunteers) (Internal versio

n)

Concern about the condu

ct of a staff/volunteer OR

made aware of a suspected child protection incident

y

/

Do the child(ren) involved require immediate medical attention?

v

If yes, seek or provide medical attention

y

/

Report to Child Protection Officer

y

4

Child Protection Officer to inform the Child Protection Committee

y

4

Suspend the accused person’ s duties within the church

y

/

Initial assessment to establish the basic facts




v

v

Inappropriate behaviour

Possible child abuse

\ 4

Child Protection Committee
will take appropriate action(s)

Child Protection Officer reports
concerns to police in communication
with Child Protection Committee
and the Senior Pastor

\ 4

Internal investigation or enquiry

In case of uncertainty, contact FCPSU
or ACA for advice

\ 4

Investigation conducted by the
authority, ICA to cooperate

Convicted Cases

- Consequences for the accused
person may include termination of
partnership or pastoral counselling

- Inform the involved parties about
the conclusion and follow up
action(s)

- Support the accused person,
involved children and family

- Further training for staff and
volunteers

False Accusation

- Inform the involved parties about
the conclusion and follow up
action(s)

- Support the accused person,
involved children and family

- Further training for staff and
volunteers

Y

Y

Child Protection Officer work with the committee members
to keep a record of the incident report
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REPORTING PROCEDURE

Reporting procedure flow chart 2.2 (Allegations against staff

and volunteers) (External version)

Concern about the conduct of a staff/volunteer OR
made aware of a suspected child protection incident

Y

Do the child(ren) involved require immediate medical attention?

v

If yes, seek or provide medical attention

Y

Report to Child Protection Officer

Y

Suspend the accused person’ s duties within the church




v

v

Inappropriate behaviour

Possible child abuse

Y

\ 4

Child Protection Committee
will take appropriate action(s)

Investigation conducted by the
authority, ICA to cooperate

Convicted Cases

- Consequences for the accused
person may include termination of
partnership or pastoral counselling

- Inform the involved parties about
the conclusion and follow up
action(s)

- Support the accused person,
involved children and family

- Further training for staff and
volunteers

False Accusation

- Inform the involved parties about

the conclusion and follow up
action(s)

- Support the accused person,

involved children and family

- Further training for staff and

volunteers

\ 4

\ 4

Child Protection Officer work with the committee members
to keep a record of the incident report
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REPORTING PROCEDURE

Reporting procedure flow chart 2.3 (Allegations against

person(s) not related to ICA) (Internal version)

Concern about the conduct of a staff/volunteer OR
made aware of a suspected child protection incident

y

/

Do the child(ren) involved require immediate medical attention?

v

If yes, seek or provide medical attention

y

/

Report to Child Protection Officer

y

4

Child Protection Officer to inform the Child Protection Committee

y

4

Initial assessment to e

stablish the basic facts




v

v

Inappropriate behaviour

Possible child abuse

Y

\ 4

Child Protection Officer to discuss
with children

\ 4

- Child Protection Officer to discuss
with parents and suggest them to
report the case to police

- Child Protection Officer reports to
Child Protection Committee and
the Senior Pastor

\ 4

In case of uncertainty, contact FCPSU
or ACA for advice

\ 4

Investigation conducted by
the authority, ICA to cooperate
if necessary

\ 4

ICA to offer support to the children and family

\ 4

\ 4

Child Protection Officer work with the committee members
to keep a record of the incident report
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REPORTING PROCEDURE

Reporting procedure flow chart 2.4 (Allegations against

person(s) not related to ICA) (External version)

Concern about the conduct of a staff/volunteer OR
made aware of a suspected child protection incident

Y

Do the child(ren) involved require immediate medical attention?

v

If yes, seek or provide medical attention

Y

Report to Child Protection Officer




v

v

Inappropriate behaviour

Possible child abuse

\ 4

Child Protection Officer to discuss
with children

Child Protection Officer to discuss
with parents and suggest them to
report the case to police

A4

\ 4

Investigation conducted by
the authority, ICA to cooperate
if necessary

Y

ICA to offer support to the children and family

y

4

Child Protection Officer work with the committee members

to keep a record of

the incident report
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INCIDENT REPORT

Date of Filling in the Report:

Name(s), gender and age of Child(ren) involved:

Name(s) and Contact Phone Number(s) of Parents:

Location of incident:

Description of Incident:




Action(s) Taken:

Name and position of Person Filing Report:

Signature:

This form should be used every time an unusual incident happens in
International Christian Assembly. This could be, but is not limited to, an

injury to a child, a behavioral issue, two or more children fighting and loss or
destruction of a child’s personal item.
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