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INTRODUCTION 
 
As a service providers, the Sunshine Coast Regional District has the responsibility to protect the 
children in our care to the fullest extent possible.  This Child Safety Policy supplement provides 
guidelines for the appropriate conduct of staff and volunteers in dealing with children and some 
of the sensitive situations which may arise. 
 
This policy is intended to help prevent problems before they occur and to develop an 
environment which is safer for children.  The benefits of such a policy include: 
 
Ø preventative measures which can assist parents to evaluate and choose programs and 

services for their children, 

Ø employers with good child abuse prevention policies may attract highly motivated and 
dependable employees and volunteers, 

Ø criminal record checks may discourage child abusers from applying for a job, 

Ø preventative programs can improve the reputation of an organization,  
 (Help Stop Child Abuse, 1995) 

 
The major components of a Child Protection Policy are listed in the table of contents. 
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A) PERSONNEL POLICIES 
 
Child Safety begins with good hiring and screening practices.  Abusers look and act like 
everyone else, often hold positions of trust, may move frequently to avoid detection and may in 
fact be attracted to employment where children are present.  The following steps will be taken in 
the hiring of any SCRD staff whose position will have opportunities for unsupervised access to 
children (i.e., program staff, front desk staff, maintenance staff). 
 

1) The Job Description/Advertisement 
 
The requirements for job-related references, reference checks and a criminal record check will 
be included in any job or contract advertisements.  Highlighting these as job requirements may 
deter abusers from even applying for these positions. 
 

2) Screening Applications 
 
Beyond examining an applicant’s qualifications and experience, supervisors will also look for 
unexplained gaps in a candidate’s employment history, frequent relocations, the length of time 
in each position and the applicant’s relationship to their references (friends, peers or 
supervisors). 
 

3) The Interview 
 
The interview will include direct questions relative to any unclear areas in a resume or gaps in a 
candidate’s employment history.  The interviews will highlight the organization’s commitment to 
child protection and explain that a criminal record check is a condition of employment and they 
will ensure that the candidate has provided two job or volunteer work-related references. 
 

4) Reference Checks 
 
Reference checks on at least two job or volunteer work related references must be conducted 
prior to offering any employment or contract.  You must be satisfied that you have enough 
information to make an informed decision.  If not, ask the applicant for additional references until 
you are satisfied.  Some sample questions to be included in a pre-employment reference check 
are: 

Did (NAME) work with children in your organization? 

 
If no:       

• Would you have any concerns about (NAME) working with children? 
• Would you trust your own son or daughter to (NAME)’s care? 

 
If yes:   

• How would you describe (NAME)’s interaction with children? 
• Does (NAME) provide a good role model for children and teens? 
• Do you have any reservations about (NAME)’s work with children? 
• Has this individual displayed to you any personality characteristics or behaviours 

you feel would be a detriment to a role as a leader of children and youth? 
 
   See Appendix VIII for Sample Reference Check Questions 
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5) Criminal Record Checks 

 
The Criminal Records Review Act of British Columbia requires that all individuals who work with 
children in organizations that are licensed by or receive operating funds from the provincial 
government are required to undergo criminal record checks.  While the SCRD is not mandated 
under this act, the act represents prudent procedures in the protection of children.  Therefore, 
the SCRD adopts this policy. 
 

6) Staff Training and Development 
 
All new employees will receive a Policy and Procedure Manual with this information contained 
within, as part of their orientation.  The supervisor responsible for the employee’s orientation will 
fully explain these policies and procedures and answer any questions the employee may have. 
 
Contract employees and volunteers will receive copies of the SCRD’s Child Safety Policy. 
 
Support for staff will be provided when dealing with child protection issues and can be accessed 
through a supervisor or through Human Resources. 
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B) EMPLOYEE CODE OF CONDUCT 
 
The following Code of Conduct has been adopted by the SCRD to highlight the expectations for 
staff regarding dress, appropriate physical contact, discipline, language use and other 
workplace issues.  Each of these points emphasizes common sense and good judgement on 
the part of staff. 
 
Ø Respect the dignity and spirit of children. 

Ø Avoid contact (physical and verbal) that may be interpreted to have sexual connotations. 

Ø Avoid being alone with a child in a closed room.  This may not always be possible, but if you 
can, invite others to join in the activity.   

Ø Avoid social contacts with children after work to prevent false allegations of inappropriate 
behaviour.  Do not drive a child home. 

Ø Do not take part in or permit behaviour that puts down, embarrasses or frightens children, 
volunteers, or other staff.  Similarly, get involved if a child embarrasses or threatens another 
child. 

Ø Treat aggressive actions seriously, especially in older children. 

Ø Do not shout, swear or call children names. 

Ø Do not borrow from, or lend money, cigarettes etc., to children.  It may be seen as giving 
them control over you or giving payment for suspicious reasons. 

Ø Exercise good judgement when sharing personal information.  Never state that you have 
used or do use alcohol or drugs for recreation. 

Ø Use common sense when you dress. 

Ø Be affectionate with children where others can see and share in the warmth and when it is 
appropriate to the situation and the developmental stage of the child.  If you are comfortable 
with others watching your interaction with a child, you are probably okay. 

(Adopted from “Help Stop Child Abuse”) 
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C) PREVENTION PROCEDURES 
 

The following outlines expectations for staff conduct related to touching, use of discipline, 
language, dress code and other issues.  All staff are to be educated on these expectations and 
acknowledge understanding of such during their workplace orientation. 
 

1) Appropriate Use of Discipline 
 
The word “discipline” describes the teaching/learning process by which children develop socially 
acceptable and appropriate behaviour.  The goal of discipline is to assist children in developing self-
control, self-confidence and ultimately self-discipline and sensitivity in their interactions with others. 
 
To ensure the safety and enjoyment of all children in your care, you will need to exercise 
appropriate discipline when necessary.  Using common sense and these guidelines will help 
protect you and other participants from allegations of abuse. 
 
Establish clear, consistent and simple limits.  Children and parents should understand what 
behaviour will be acceptable and what procedures/consequences will be followed in the event of 
problem behaviours.  These limits should relate to the safety and protection of self, others and 
the environment.  Parents should know that their child will be treated in a respectful way and 
every effort will be made to teach the child in a positive manner to develop appropriate 
behaviours.  They should know that in more extreme circumstances (i.e., if a child is hitting 
another) a temporary “time out may be given”.  “Time outs” should be no more than1 minute per 
age of the child, (eg:  a six year old child will be given a 6 minute “time out”). 
 
If there has been a behaviour problem, the Instructor should discuss this with the parent, identify 
what happened and what the consequence was.  This is educational for the parent and gives 
the parent the opportunity to play an active reinforcing role.  The parent and the Instructor 
should agree on what will occur if this behaviour becomes a larger or ongoing problem.  With 
this kind of communication between staff and parents, a trusting relationship is developed and 
expectations are clear.  Also, contact your supervisor for additional support, (re:  discipline 
issues). 
 
This Division encourages you to use positive methods and approaches to discipline children in 
your care.  Children should not be:  
 

Ø Subjected to shoving, hitting, shaking, spanking or any other form of corporal 
punishment 

 
Ø Subjected to harsh, belittling or degrading treatment, whether verbal, emotional or 

physical, that would humiliate the child or undermine the child’s self respect 
 
Ø Confined, physically restrained or kept, without adult supervision, apart from other 

children  
 
Ø Deprived of meals, snacks, rest or necessary use of a toilet as a form of punishment 

 
(Guidelines adopted from “Help Stop Child Abuse”) 

 
2) Releasing Children from Programs 

 
A parent or guardian should be asked to specify who may pick up their child.  A sign out sheet 
can ease this process.  If there are custody issues (i.e., Restraining orders) a copy of the order 
should be kept on file.  In the case of field trips, etc., a schedule must be left at the facility so a 
child’s whereabouts is known at all times.  Be sure you have a work, home and emergency 
phone number so you can reach parents or an alternate in case a child is not picked up. 
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If a parent is late picking up a child, arrange for the child to remain under the supervision of staff.  
Do not remove the child from the facility, take the child home, or, take a child to your home.  
Repeated lateness should be discussed with a parent and a satisfactory solution agreed upon. 
 
If the child has not been picked up after a reasonable length of time, the parent or alternate should 
be contacted.  If still unsuccessful, the Ministry of Children & Family Development or Police should 
be contacted. 
 
If a parent arrives in an impaired state and is driving, the parent should be “sidetracked” and the 
police contacted immediately.  Do not release the child into the custody of an impaired adult. 
 

3) Touching and Showing Affection to Children 
 
Most people choose to work with children because they enjoy children and are committed to 
making a difference in their lives.  Showing affection to children is a natural response from 
those, like you, who really do care.  Sharing affection with children where others can see and 
share in the warmth is appropriate when based on the situation and development stage of the 
child.  To protect yourself from embarrassing or controversial situations, your best guide is 
common sense and good judgement.  The following guidelines can assist you: 
 

Ø Be affectionate with children and youth where others can see and share in the 
warmth.  Understand that people have different personal boundaries.  If a child’s hug 
is uncomfortable, discuss your personal boundaries with the child.  If you want to hug 
or comfort a child, ask the child’s permission (i.e., would you like a hug?).  Lower 
yourself to the height of the child and use side to side hugs (arm around shoulder) 
rather than face to face. 

 
Ø Use judgement based on the situation and developmental stage of the child or youth.  

What is acceptable with a 3-year-old will be quite different from what would be 
appropriate with a young teenager. 

 
Ø Playing favourites is difficult to avoid but, over-attention to one child can be 

misconstrued by parents and by other children.  All participants should receive 
equitable attention and treatment. 

 
Ø Avoid letting children climb on you.  Explain your own physical boundaries and 

suggest alternative actions or plan for alternate activities.  (i.e., you would prefer a 
child to sit beside you or change to an activity where children can run off excess 
energy). 

 
4) Toileting, Hygiene and Changing Children’s Clothing 

 
Some of our programs and activities will require you to assist children with toileting, hygiene or 
changing clothes.  It is important to keep in mind the following: 
 
Ø Treat a child as any parent would, with the same sensitivity and care.  Be respectful of a 

child’s modesty. 
 
Ø Be aware of your surroundings and try not to place yourself in a situation where you are 

isolated and out of view of others.  Try to ensure that a child’s needs for assistance are 
tended to by a same sex staff member.  Only those who have undergone employee or 
volunteer screening procedures will be able to assist in these situations. In a situation 
where you must be alone with the child (i.e. helping with toileting), station another staff 
member or child at the open main door to the washroom where they can hear what is 
happening. 
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Ø Ensure that parents understand what procedures will be used for toileting and be aware 

of any concerns that they might have and try to accommodate these concerns as much 
as possible.  Discussing this with them will reassure a parent that you have the child’s 
best interests at heart. 

 
 
5) Taking Care of a Sick or Injured Child 

 
Ø If a child is sick or injured, ideally, do not place or comfort the child in an isolated 

room away from the view of others.  Either stay within sight of others, or have others 
present (i.e., friend, parent, guardian). 

 
Ø If a child is injured and you must remove their clothing, have another staff member 

help you or have the same sex friend of the injured child present.  Ask their 
permission to remove the clothing, to have a friend present or explain what you are 
doing and why. 

 
Ø Do not administer or allow anyone other than a parent to administer medication.  If 

requested by a parent, the child should administer their own medication with you 
ensuring proper timing.  A medication log should be maintained to track this. 

 
Ø Parents should be contacted and informed about any illness or accident. 
 
Ø In emergencies, common sense combined with a calm and professional attitude will 

guide you. 
 

6) Managing Verbal and Physical Aggression/Dealing with Sexual Behaviour in Children 
 
Ø Physical or verbal aggression displayed by children in your care must be addressed 

immediately and treated seriously.  Discipline should follow the guidelines specified and 
staff should use positive disciplinary techniques with natural or logical consequences. 

 
Ø Parents should be informed of any incident in which their child was involved.  This is 

good communication, builds trust and encourages parents to play an active role in 
solutions. 

 
Ø All incidents should be documented.  If, despite your best efforts, a child continues to 

display aggressive behaviours, discussions with your supervisor and the parent 
should take place.  Parents may be able to provide advice on how to deal with the 
problem, or, it may be decided that the program is just not suitable for the child. 

 
Ø You will need to use judgement when dealing with sexual behaviour in children.  At 

certain stages of development young children are fascinated with their bodies and 
some comments are not surprising given the age/stage that they are in.  Children 
whose knowledge or expression of sexual activity is graphic or explicit however, may 
have been exposed to sexual abuse.  In this case you should bring this to the 
attention of your supervisor.  Sexually aggressive activities directed towards other 
children or adults, must be reported to your supervisor. 

 
7) Transporting Youth 
 

The SCRD discourages staff from transporting of youth in personal vehicles.  When, in 
exceptional circumstance, a youth must be transported in a staff member’s personal vehicle.  
Authorization from a Manager of the SCRD Recreation Department or designate is required 
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prior to transporting a youth participant.  The staff member should follow the process outlined 
below: 
 
 
 

• Attempt to arrange transportation by the youth’s parent 
• Attempt to arrange appropriate alternate transportation (eg. Bus/taxi/police 

escort etc.) 
      Please ensure someone is home to receive the youth. 

• Transport the youth while accompanied by another staff member or adult 
• Transport Youth alone using the procedure outlined below: 

 
Procedure for transporting youth alone and/or in a personal vehicle 

 
• Wherever possible, the staff member should be same gender as the youth 
• You must inform another staff member and/or your supervisor as to: 
• Name of the youth 
• Destination 
• Your vehicles current odometer reading 
• Approximate travel time 
• Expected time of arrival/return 
• Where possible complete and file a travel plan (Appendix VII) with 
another staff member prior to departure (where this is not possible, contact a 
staff person at any recreation centre and provide them with the information (see 
above) and tell them you will be contacting them again when you arrive at your 
destination) 
• Report arrival/return to staff member/supervisor 
• Complete and file travel plan signed by yourself and one other staff 
person 

 
Car pools 
Staff should not involve themselves in arranging car pools for program participants.  If car 
pooling is required participants must arrange it themselves. 
 
Insurance/Condition of Vehicle 
It is recommended that all employees using their vehicles for business purposes carry a 
minimum of $1 Million 3rd party liability and insure their vehicles for “work purposes”. 
 
It is expected that staff operating their vehicles for work purposes will maintain their vehicles in a 
roadworthy condition.  
 
D) REPORTING POLICIES AND PROCEDURES 

 
1) Duty to Report Possible Child Abuse 

 
Child abuse is a crime under the Criminal Code of Canada.  In British Columbia, Section 14 of 
the Child, Family and Community Service Act states that any person who has reasonable 
grounds to believe that a child (under age of 19) is in need of protection has a “duty to report” 
overrides any claim of confidentiality or privilege (except a claim founded on a Solicitor/Client 
relationship).  No action for damages can come against a person reporting abuse unless the 
person knowingly reports false information.  Anyone not reporting suspected abuse commits an 
offence. 
 

2) Recognizing the Signs of Abuse 
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Abuse is any form of physical harm, emotional deprivation, sexual maltreatment or neglect 
which can result in injury of psychological damage to a person.  Under Provincial Law, a child is 
anyone under the age of 19 years.  There are four major types of child abuse.  Physical abuse, 
sexual abuse, child neglect and emotional maltreatment. 
 

Physical Abuse 
 

Is the use of physical force or action that results, or could result in injury to a child.  This 
includes all actions that result in non-accidental physical injury (i.e., bruises, cuts, burns, 
fractures and internal injuries). 

 
Signs of Physical Abuse 

 

Ø unexplained bruises and welts 
Ø burn marks that appear inflicted 
Ø unexplained fractures 
Ø inappropriate clothing for the weather 
Ø fear of physical contact 
Ø uncharacteristic or unexplained changes in behaviour 
Ø a number of scars in a regular pattern 
Ø inflamed tissue suggesting scaling 
Ø bite marks 
Ø inconsistent explanations of injury 
Ø fear of going home 

 
Child Sexual Abuse 

 
This is commonly described as “any exploitation of a child whether consensual or not.”  
This includes touching of a sexual nature, exposing a child to sexual acts like 
prostitution, exposure, fondling or masturbation, intercourse or invitations to touch.  
Sexual abuse excludes normal affectionate behaviour towards children and normal care 
related to health or hygiene. 

 
Signs of Sexual Abuse 

 

Ø difficulty in walking or sitting 
Ø torn, stained or bloody underwear 
Ø pain, itching, bleeding and bruises in the genital or anal area 
Ø fear of physical contact 
Ø apparent fear of going home and/or particular people 
Ø uncharacteristic or unexplained changes in behaviour 
Ø reluctance to participate in physical activities 
Ø unusual knowledge of sexual behaviour (often demonstrated through play) 
Ø stories of sexual contact with an adult or older child 
Ø destructive and delinquent behaviour 

 
Child Neglect 

 
Is the failure of caregivers to provide to a child’s basic needs such as food, clothing, 
shelter, health, hygiene and safety to the extent that the child’s health or safety is 
threatened. 
 
Signs of Neglect 
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In the child’s appearance you may notice: 
 
Ø persistent hunger, malnutrition, underweight, dehydration 
Ø poor hygiene, dirtiness, skin disorders associated with bad hygiene 
Ø persistent fatigue and listlessness 
Ø inappropriate clothing for the weather 
Ø unattended sore, cuts or other medical needs 
 

  In the child’s behaviour you may notice: 
 

Ø demands for constant attention 
Ø lack of parental participation or interest 
Ø indications that no one is ever home to look after the child 
Ø obvious lack of energy when playing 

 
Signs of Emotional Abuse 

 

Ø demands for constant attention 
Ø extreme lack of confidence, withdrawal, depression, inability to make eye contact  
Ø extreme aggressiveness or passivity when playing with other children  
Ø a “no win” attitude 
Ø inappropriate “adult behaviour” such as organizing or disciplining others 

 
3) Procedures to Report Possible Child Abuse 

 
If you have reasonable grounds, based on the information provided, to suspect possible child 
abuse, you must not begin an investigation, but you must report this to your supervisor 
immediately. 

 
Ø If there is evidence of a criminal offence (i.e., physical or sexual assault), a report 

must be made to the police.  In the case of suspected neglect or inappropriate 
parenting, the Supervisor should contact the Ministry of Children & Family 
Development. 

Ø Do not interview the child or contact the parent or guardian, and under no 
circumstances do you discuss the situation with others, except your supervisor.  All 
statements, conversations and observations should be documented and kept strictly 
confidential. 

Ø All information about who discovered the alleged abuse, who reported it and who has 
been accused must be kept confidential to protect all parties involved.  The person 
under suspicion may suspect the source of the information.  Precautions should be 
taken to protect the staff’s identity and discussion should take place with the staff 
member on what to do if certain situations arise. 

Ø Supervisors should provide support for staff and keep them informed of what is 
happening.  It is important for supervisors to acknowledge the stress that staff may be 
feeling in such a situation and to ensure communication, support and assistance is 
available. 

Ø If a child tells you about abuse, keep the child in a safe and supportive environment 
and follow steps 1 through 5.  Believe the child and listen openly and calmly.  Avoid 
asking questions.  Your job is to be supportive, not to lead the conversation.  Leading 
questions can jeopardize the outcome of an investigation.  If the child asks you not to 
tell anyone, you must explain that you understand why the child does not want you to 
tell, but you must be honest with the child about your responsibilities.  Offer to stay 
nearby when the people come to investigate.  The child has placed a great deal of 
trust in you, please do not make any promises that you are unable to keep. 
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4) Responding to Allegations of Abuse Regarding a Staff Member 
 

Ø If a parent/guardian has initiated a complaint, they should be directed immediately to 
the supervisor.  Supervisors will follow procedures as noted above. 

Ø If the complaint or suspicion has another source, do not discuss this with the parent/ 
guardian.  That is the responsibility of the Police or Ministry of Children & Family 
Development investigator.  The supervisor should be informed immediately and 
procedures as noted above should be followed. 

Ø If a charge, complaint or accusation of abuse involving a staff member is made, that 
staff member should be removed immediately from the position of trust to protect 
both the child and the staff member.  (In accordance with the Family and Child 
Services Act). 

Ø The Supervisor will notify Senior Staff and Human Resources of the incident and will 
provide support for the staff member involved and will cooperate fully with the 
Ministry of Children & Family Development and the Police as much as possible.  
Interviews are the responsibility of the investigators. 

Ø Any Information relevant to these allegations must be documented by staff and given 
to the Supervisor. 

Ø An employee may be removed from their position during the course of the 
investigation, pending the investigation outcome. 
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Appendices 
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Appendix I   
 
 

CHILD SAFETY PROTOCOL FOR SUPERVISORS 
 

Ensure child is safe. 

Ensure other participants are appropriately supervised. 

If accused is a staff member, immediately remove them from a position of trust and explain 
the situation.  The Family and Child Service Act allows you to do this. 

Contact the appropriate authority as per the protocol for any abuse.  Do not inform parents 
of the alleged abuse.  This is the responsibility of the police or social worker.   If the accused 
is an employee, ask the police or social worker when and how they wish to contact this 
individual.  Inform the employee that they may be removed from their position during the 
investigation, pending the results of the investigation. 

Have staff complete Post Incident reports separately. 

Collect all reports and conduct a debriefing session. 

Inform all staff of the importance of confidentiality for the child’s family, the municipality and 
themselves. 

Determine if staff can return to work.  If not, find immediate replacements. 

Determine if there is a need for immediate counselling.  If so, contact the Employee and 
Family Assistance Program (EFAP) provider immediately at 1-800-663-1142.  Wilson 
Branwell 24 hours/day, 7 days a week.  Email:  www.wilsonbanwell.com.  If not, inform staff 
of the EFAP services available to them at any time and provide the contact number to call. 

Ensure complete reports are forwarded to your supervisor and the Area Recreation 
Manager. 
 
Advise other appropriate staff in confidence of the incident at the earliest convenience. 
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Appendix II 

 

 
CHILD SAFETY PROTOCOL FOR STAFF 

 
Abuse is any form of physical harm, emotional deprivation, sexual mistreatment or neglect 
which can result in injury or psychological damage to a person.  Child abuse is a crime under 
the Criminal Code of Canada.  The British Columbia Family and Child Service Act (Section 7) 
stipulate that any person, who has reasonable grounds to believe that a child has been abused, 
MUST report those suspicions to the appropriate authorities.  If abuse is suspected please 
adhere to the following protocol: 
 

• If there is suspicion or disclosure of abuse or assault, keep the child safe and in a 
supportive environment.  In the case of sexual assault, do not allow the child to change 
clothes or wash/shower as this may destroy evidence. 

• Document all victim and/or witness statements using their own words.  Do not question 
or probe other than for clarification. 

• Immediately and in confidence inform the nearest available supervisor in your facility of 
the situation. 

• If there is an assault in progress or the suspect is still present, phone 9-1-1 
immediately.  If this is a non-emergency disclosure where there is the possibility of a 
criminal offence (i.e., physical or sexual abuse), phone RCMP non-emergency #604-
885-2266 (Sechelt and Gibsons).  If this is a case of neglect or inappropriate 
parenting contact The Ministry of Families and Children #604-740-8900 (Sechelt office) 
or #604-886-5525 (Gibsons office) - 8:30-4:30pm, M-F, after hours call Helpline for 
Children Dial 0 and ask operator for 310-1234. 

• Do not contact the parent or guardian.  That is the responsibility of the police or social 
worker.  Do not discuss the situation with anyone other than your supervisor and other 
staff members involved in the child’s care. 

• All staff involved complete “post incident reports” separately. 
• Supervisor collects all forms and facilitates debriefing session with staff involved. 
• Supervisor determines if staff are able to continue working.  If not, secure replacement 

staff. 
• Supervisor informs all facility staff that they are not to discuss the incident with the public 

or press. 

Forward all reports to the your Supervisor and the Area Recreation Manager 
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Appendix III 

CHILD SAFETY PROTOCOL 

ABUSE DISCLOSURE/SUSPICION 

STAFF POST INCIDENT REPORT 

     Page 1 of 4 

(To be completed by all individuals involved separately and without discussion after 
the police have the child away from the Centre) 

PART I 
 

Date:   Time:  

 

Name, Address and Phone Number of Child (ren):  

 

 

 

Location of incident:  

Supervisor contacted:  

Names and phone numbers of staff involved:  

 

 

Names and phone numbers of public involved:  

 

 

Parents informed:  YES NO  By whom:  

Child Protection called:  YES NO  By whom:  

Police Called:  YES NO  By whom:  

Supervisor informed:  YES NO     

If NO, reason why?  
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CHILD SAFETY PROTOCOL ABUSE DISCLOSURE/SUSPICION            Page 2 of 4 

STAFF POST INCIDENT REPORT 

PART II 

 

Where were you initially?  

 

 

What was your area of responsibility?  

 

 

Who did the child(ren) report to?  

 

What exactly did the child(ren) say?  
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CHILD SAFETY PROTOCOL ABUSE DISCLOSURE/SUSPICION            Page 3 of 4 

STAFF POST INCIDENT REPORT 

 

Where did the problem occur?  (use facility map if attached)  

 

 

 

What were your immediate actions:  

 

 

Describe the events that followed:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CHILD SAFETY PROTOCOL ABUSE DISCLOSURE/SUSPICION            Page 4 of 4 
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STAFF POST INCIDENT REPORT 

 

What follow up were you involved in?  

 

 

 

  

 

 

 

 

 

 

 

Submitted by:  Date:  

Reviewed by:  Date:  
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Appendix IV  

 SUNSHINE COAST REGIONAL DISTRICT 
 HUMAN RESOURCES POLICIES 

POLICY: Child Safety                                                           POLICY #117 

Coverage: All Employees & Contractors- Recreation 

Authorized By: Randy Udahl, 
Manager-  

SCRD Parks & Recreation Division 

Issue/Revision Date: August 2007 

 
The safety and well being of children placed into the SCRD’s care is essential. *The SCRD offers a variety of 
programs to children, and it is vital that our employees have a clear understanding about how to properly deal 
with children who are either placed into their care or with whom they may come into contact as per the 
supplement to this policy (Child Protection Employee Manual).  It is also important for the SCRD to carefully 
screen individuals who apply for positions involving interaction with children.  This policy also applies to 
contractors and volunteers. 
 
Further, the SCRD must comply with all legislation mandating the reporting, to appropriate authorities, of any 
reasonable belief that a child is being neglected or abused.  

 
This policy is based on the Criminal Records Review Act, R.S.B.C. 1996, chapter 66, as amended, which states 
as its purpose the prevention of physical and sexual abuse of children by requiring individuals who work with 
children to undergo criminal record checks.  Wherever the phrase "work with children" is used in this policy, it 
means working with children directly or having or potentially having unsupervised access to children in the 
ordinary course of employment or in the practice of an occupation.   
 
All employees must be informed about our Child Safety Policy and, for those whose duties directly or indirectly 
involve work or involvement with children, a criminal record check must be completed.  Any conviction 
appearing on an employee’s record which suggests a risk to children needs to be assessed by the Director of 
Human Resources.  Employment will be denied if the criminal conviction indicates that the applicant presents a 
risk of physical or sexual abuse to children.   
 
Situations where existing employees have a related criminal conviction or charges pending will be thoroughly 
reviewed.  Such employees may be re-assigned or, based on circumstances, may be subject to dismissal. 
 
The Criminal Record Check process is one step in this comprehensive plan to reduce the possibility of offenses 
against children (for more information on this process, see the attached “Process for Conducting Criminal 
Record Checks”).  Criminal Record Checks are an essential part of the process of ensuring a safe, supervised 
environment for children.  
 
 
 
 
 
 
 
 
 
 
 
 

 
 
                                                 
* Note - While child safety  is the primary focus of this policy, the policy will also apply to employees whose duties directly or 
indirectly involve work or involvement with anyone who, due to physical or mental challenges, needs to rely on the services and 
support of others, and for this reason, may be vulnerable to a breach of trust by caregivers. 
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Page 2 of 2                                                                                                       POLICY # 117 

 

Responsibility of Employees Involved in Recruitment 
SCRD employees who are responsible for new hires, contractors or volunteers whose duties may include work 
or involvement with children must ensure that applicants are advised of the requirement to provide a Criminal 
Record Check.  This requirement must also be stated in any advertisement for the position.  It is the 
responsibility of the hiring supervisor to ask questions in the interview and the reference check process to 
ensure the suitability of the applicant.  Finally, the Criminal Record Check must be received, reviewed and 
approved prior to confirmation of any offer of employment or contract. 
 
Consequences of Not Consenting 
Forms will be given to existing and prospective employees by their Manager or designate.  Prospective employees 
who do not consent to the Criminal Record Check process will not be hired. 
If an existing employee fails to consent to the Criminal Record Check process then the Employer may modify their 
duties and/or transfer the employee to a work location where they will not work or be involved with children, if such 
work is available.  If no such work is available, then, depending on the circumstances, the employee may be 
subject to an unpaid leave of absence, suspension without pay or termination of employment due to the failure to 
establish the necessary qualifications for the position.  
 

Storage of Documents / Process for Communicating the Criminal Record Check 
The completed Criminal Record Check forms will be kept in a secured area apart from the employee file.  The 
Criminal Record Check will be conducted by the Police Department of the municipality of which the 
employee/prospective employee resides.  The employee/prospective employee is responsible for providing the 
completed Criminal Record Check to the SCRD Human Resources Department.  The only information in the 
employee’s file will be whether the employee is approved, approved with conditions or not approved for particular 
employment.  Human Resources will advise the appropriate Manager or designate of the outcome, without 
providing information concerning the Criminal Record Check, once the process is finalized. 
 
Contract Instructors and Independent Contractors 
All contracts for services related to work or instructor programs with children must comply with this policy.  Failure 
to do so will result in termination of the contract.   
 

Contract Instructors - (i.e.  Individuals who instruct or lead SCRD recreation programs/services and are 
covered by SCRD liability insurance) are eligible for reimbursement for the cost of criminal record search.  
Independent Contractors- (i.e. companies who carry their own liability insurance and provide a recreation 
program/service for the SCRD) are responsible for the cost of complying with this policy. SCRD employees 
who engage the services of contractors are responsible for ensuring that adherence to this policy is 
included as part of the contract terms. 

 
Volunteers 
All volunteers whose duties relate to work or involvement with children will be required to provide proof of a 
Criminal Record Check that can be processed through the Human Resources Department in the same manner as 
prospective employees.  Contact your local RCMP Detachment or Police Department.  Criminal Record Services 
are normally free of charge for volunteers. 
 
Requirement for Employees, Volunteers and Contractors to Disclose New Criminal Charges  
All employees, volunteers and contractors are required to immediately disclose to the SCRD any criminal charges 
laid against them for relevant offences as defined in the Criminal Records Review Act.  Failure to immediately 
disclose this information may be cause for termination of employment, the volunteer opportunity or the contract, 
as the case may be. 
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PROCESS FOR CONDUCTING CRIMINAL RECORD CHECKS 
Attachment to Policy #117 – Child Safety 

 
Responsibility for Completing Forms 
 
Managers, or their designate, are responsible for ensuring prospective and existing employees whose duties will 
relate to work or involvement with children provide a Criminal Record Check.  Costs of the Criminal Record Check 
for existing employees will be covered by the Employer.   
 
Availability of Forms 
 
Criminal Record Search Forms are available at division offices of Parks and Recreation, as well as at the Human 
Resources Department and Police Department. 

 
Existing Employees/Contractors with an Unsuitable Criminal Record 
 
If the Criminal History Consent Form for existing employees reveals a criminal record, Human Resources will 
contact the employee to obtain further, relevant information.  The employee may then be required to provide a 
certified Criminal Consent Form from the Police Department.  Should this Criminal Record Check for existing 
employees show he/she is not suitable for work with children, the employer will move the employee to a more 
suitable position if available or, in exceptional circumstances, dismiss the employee.  Contract employees and 
volunteers who have such criminal records will not be permitted to continue to provide services to the SCRD related 
to work or involvement with children. 

 
Prospective Employees/Contractors with Unsuitable Criminal Record 
 
If the Criminal History Consent Form for a prospective employee reveals a criminal record, the Director of Human 
Resources will contact the applicant to obtain further, relevant information. This may necessitate the applicant 
providing a certified Criminal Consent Form from the Police Department at his or her own cost.  The applicant will 
not be hired or contracted if their Criminal Record Check reveals an outstanding charge or conviction relating to a 
relevant offence as defined by the Criminal Records Review Act. 

 
Notice Period for the Employer To Take Action 
 
After the receipt of the results of the Criminal Record Check, the Director of Human Resources will immediately 
initiate action that he considers necessary as a result of the Criminal Record Check. 

 
Notice to Employee and Union 
 
Where the Manager of Human Resources intends to initiate action pursuant to the results of the Criminal Record 
Check, he shall give notice to the employee that the SCRD intends to initiate action, and, at the same time, give 
notice to the Union unless the employee directs otherwise.  Notice to the Union shall be given to the appropriate 
Union president.  The purpose of such notice is to ensure that the Union has adequate time to contact the 
employee and determine if the employee wishes to have assistance or representation by the Union to deal with the 
matter. 
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Appendix V 

 
                              INAPPROPRIATE GUEST BEHAVIOUR  

 
 
Access to facilities or programs will be denied to our customers or guests if on site they: 

• Cause a disturbance or are abusive/disrespectful to staff or other patrons. 
• Break a facility or program rule. 
• Engage in inappropriate sexual conduct. 
• Commit a Criminal Offence. 

 
Rationale: 
 
It is incumbent on the Municipality to provide a comfortable and safe environment within our 
facilities for all users and staff. 
 
Procedures: 
 

1) When any of the above behaviours are displayed, staff (2 if possible) will ask the 
individual or group of individuals to leave. 

2) If the individual(s) is/are abusive or refuse to leave, staff are to call the police at 604-
885-2266 and report the details.  (i.e. causing a disturbance, intimidating staff/public). 

3) If possible, try to secure a picture of the individual(s) for information and follow-up 
procedures. 

4) Upon arrival, the police will try to secure the identification of the individual(s) involved 
before asking them to leave.  Failure to cooperate with the police may result in the 
individual being charged with “Assault or Trespassing”. 

4) In the case of persons suspected of previous incidents of inappropriate sexual conduct, 
the facility manager and one other staff member should meet with the individual to go 
over our known facts about them, and give them an opportunity to deny or confirm our 
information.  With confirmation of the facts, the manager will refer to this policy, inform 
the individual that they are not welcome, and ask them to leave their facility.  The 
individual will be notified at this time that they will also be denied access to all other 
SCRD facilities. 

5) Full notes of any incident should be made by staff and kept on file.  These notes should 
be dated and signed by any staff involved and the facility manager. 

6) All staff (including custodians, clerical and food service staff) have the ability to 
temporarily suspend access to an individual for 48 hours and share this information  
with the manager.  Longer suspensions should be authorized by the centre manager. 

7) If the ban involves a period beyond 48 hours in total, the ban is to include all SCRD 
facilities, and formal notice is hand-delivered or sent by registered mail to the individual’s 
residence. 

8) Copies of the “Suspension of Access Form” and additional information must be forwarded 
to other facilities if the suspension includes these facilities.  Where public safety is an 
issue (i.e. sexual misconduct) this information can also be shared with other providers of 
municipal services. 

9) Consideration of an appeal made by the offender should be directed to the Division 
Manager, Director of the Department, or the Municipal Administrator depending on the 
severity of the offence. 

 
ATTACHMENT  Notice of Suspension of Access to all SCRD Facilities and Programs 
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Appendix VI 
 

NOTICE OF SUSPENSION OF ACCESS 
To all SCRD Facilities and Programs 

 
Under the authority of the Inappropriate Guest Behaviour guidelines, the following is an 
official notice that the person mentioned below has been informed that they are not to 
be in facilities, on their grounds, or in programs under the responsibility of the SCRD for 
the entire period of the suspension. 
 
If the individual is found in or on the property during the period of suspension, and 
refuses to leave, they may be charged with the offence of “Assault by Trespass” under 
the Criminal Code. 
 
Name of Individual:  
Date of Birth/Age:  
Address:  
Phone:  
Date of Incident(s):  
Location of Incident:  
Reason for Suspension:  
  
  
Period of Suspension:  
  
Signature of acknowledgement and receipt of the letter:  
(or attached acknowledgement of receipt of Registered Mail notice) 

 
Note:  If individual names on this suspension notice wishes to appeal said suspension, 
they may make an initial appeal by applying in writing to ______________ 
 
Notice Issued by:  
 (Supervisor/Official and Facility) 
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Appendix VII 
 
 

SUNSHINE COAST REGIONAL DISTRICT 
TRAVEL PLAN FOR TRANSPORTING YOUTH 

 
 
Date 

 

 
Driver 

 

 
Name of Youth Being 
Transported: 
Name/Address/Phone 
 

 

 
Trip Origin 
 

 

 
Destination 
 

 

 
Estimated Travel Time 
 

 

 
Reason for Transporting Youth 
 

 

Start time: 
 

Odometer: Staff Contact: 

Destination Arrival Time: 
 

Odometer: Staff Contact: 

Return Time: 
 

Odometer: Staff Contact: 

Comments 
 
 

 

 
Driver Signature 

 

   Parent Name/Signature 
(if possible) 
 
 

Name: (Please Print)  Signature 

 
 
______________________________________________  Date:_________________ 
Area Manager Signature 
 
 
______________________________________________  Date:_________________ 
Supervisor Signature      
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Appendix VIII 
 

SAMPLE REFERENCE CHECK QUESTIONS 
 
 
“We are considering Bob for employment with our organization.  We want to hire the best 
possible employees and provide a safe environment for the children and young people in our 
care.  We have developed workplace guidelines as well as child abuse prevention practices. 
 
It is our procedure to ask some straightforward questions about potential employees to confirm 
that they meet our employment standards.  I would appreciate your candid answers about Bob’s 
work.” 
 

Did Bob work with children in your organization?  (If the answer is negative, you might 
state that the job you are considering him for includes contact with children and ask:  
“Would you have any concerns about Bob working with children?”) 

 
How would you describe Bob’s interaction with children? 

 
Does Bob have a good perspective about adult roles and child roles? 
 
Do you have any reservations about Bob’s work with children? 
 
In what areas does Bob need training and support? 
 
Would you trust your own son or daughter to Bob’s care?  Why, or why not? 
 
Is there anyone else in your organization who can tell me about Bob’s work?  (This is 

useful if the reference was not the direct supervisor or is reticent about revealing 
details.  It also lets you talk to references beyond those hand-picked by the 
applicant). 
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