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Definitions

Child: any person (including Leaders and Volunteers) who is under the age of 18
years.

Code of Conduct: a ministry/program-specific document setting out the minimum
expectations of Leaders and Volunteers involved in that ministry/ program.

Generational Ministries: a term used to include Children, Youth and Family
ministries.

Leader: a Sta� Member or Volunteer who is responsible for a ministry/ program.

Ministry/Program: an event (or series of events) falling within a certain
ministry/program title (for example, “Children’s Ministry”) that is run by or in the
name of NewHope.

Safe Environment: an environment where those in our care are safe from spiritual,
physical, sexual or emotional abuse (including bullying) or neglect and which meets
WHS requirements.

Safe Leader/Volunteer: a Leader or Volunteer who has been through a recruitment
process, understands and has indicated acceptance of responsibilities, is supervised
and is accountable.

Safe Organisation Concerns Team (SOC team): the team responsible for the Safe
Organisation Policy (as well as supporting documentation and processes) and to
whom Leaders and Volunteers report breaches of the Safe Organisation Policy.

Work Health and Safety (WHS): including but not limited to fire safety, building
safety, first aid, food safety, transport, incident and emergency procedures.
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Statement of Purpose

We a�rm that all people have the right to be emotionally and physically safe;
to be respected; and to have their views and opinions valued at all times. We
also acknowledge that our country legislates for people’s safety.

God calls his body to minister to vulnerable people who are to be protected and
given special care because of their powerlessness. We will create safe spaces for all
children, this especially includes Aboriginal and Torres Strait Islanders, those from
culturally and/or linguistically diverse backgrounds and children with additional
needs.

This manual has been developed to help us live out our Biblical mandate, our
NewHope values and our responsibilities under Australian and Victorian legislation.

This manual aims to:
● Ensure that all people are respected and valued
● Minimise the risk of abuse, ministry misconduct and the misuse of positional

power
● Ensure that all cases of suspected abuse and ministry misconduct are

handled thoroughly
● Ensure that leaders, volunteers and programs are safe

All sta� members, leaders and volunteers associated with NewHope
Generational Ministries must be familiar with and agree to the Duty of Care and

Child Safety & Wellbeing policies found in this manual.

Safe, Diverse and Inclusive Environments

While NewHope upholds certain standards for leadership, no one is excluded from
engagement with NewHope on the grounds of disability, religion, socio-economic
status, gender, sexuality or culture.

Racism and hate speech will not be tolerated within NewHope Kids & Families
ministries and any incidents of such will be reviewed and will result in corrective
actions, which may include restriction of duties, suspension or termination of roles.

We will encourage and support children to express their culture and enjoy their
cultural rights. We will facilitate participation and inclusion.
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NewHope Values

NewHope is committed to a culture in which life-giving relationships can flourish, a
culture in which:
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Expectations & Requirements of a NewHope Leader

As leaders, we need to be aware and demonstrate an understanding of the
positional power we have over those we serve.

● Because leaders exercise considerable influence and power, they must act at
all times with integrity and maintain appropriate boundaries in their
relationships.

● Leaders should recognise the power that they exercise in their ministerial
roles. They must refrain from the abuse of the power that is inherent in their
role.

As a Leader I will:

⇨ Be responsible for my own spiritual growth: Through the disciplines of
prayer, bible, giving and church attendance. Leaders should be engaging in
worship gatherings with other followers of Jesus, outside of their volunteering
role, to be always growing in their own walk before seeking to lead others.

⇨ Be reliable: Committing to the full year; communicating any absences;
arriving on time and being a team player.

⇨ Vigorously oppose negativity: Praising God and seeking joy. Always
refraining from complaining.

⇨ Adhere to the dress code: Wearing leader t-shirts and name tags to be
identifiable in the room and ensuring the clothes I choose are God-honouring
and respectful to myself and others.

⇨ Set an example: Being honest and accountable for my lifestyle inside and
outside of ministry times. This includes things like alcohol, smoking,
relationships and use of social media. Ask, will my actions lead me closer to
Jesus and set a good example for the young people in my care?

⇨ Remember why I serve: Keeping the focus on the children, resisting the urge
to socialise during ministry times and ensuring my conversation is always
appropriate for young ears.

⇨ Submit to others: Remembering that I am accountable to the governing
authorities, the ministry Pastor, my fellow leaders and the parents of the
children who I serve.

⇨ Provide a safe and inclusive environment: Always being respectful,
inclusive and welcoming of families from a range of diverse backgrounds,
including children with additional needs.

7



Child Safe Standards

NewHope follows the Child Safe Standards set forth by the Commission for Children
and Young People (CCYP) to keep children and young people in our society safe.

1. Organisations establish a culturally safe environment in which the diverse
and unique identities and experiences of Aboriginal children and young
people are respected and valued

2. Child safety and wellbeing is embedded in organisational leadership,
governance and culture

3. Children and young people are empowered about their rights, participate in
decisions a�ecting them and are taken seriously

4. Families and communities are informed, and involved in promoting child
safety and wellbeing

5. Equity is upheld and diverse needs respected in policy and practice

6. People working with children and young people are suitable and supported to
reflect child safety and wellbeing values in practice

7. Processes for complaints and concerns are child focused

8. Sta� and volunteers are equipped with the knowledge, skills and awareness
to keep children and young people safe through ongoing education and
training

9. Physical and online environments promote safety and wellbeing while
minimising the opportunity for children and young people to be harmed

10. Implementation of the Child Safe Standards is regularly reviewed and
improved

11. Policies and procedures document how the organisation is safe for children
and young people
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Recruitment & Screening

All leaders of Generational Ministries must complete the relevant checks and
training before commencing. This may include:

● An interview with the Pastor overseeing the ministry
● Providing references who can testify to your character and suitability for the

role
● Compulsory Working with Children Checks for all leaders over 18 years of age

and Police Checks to be completed every three years for leaders over 18
years of age; or a valid VIT registration which is linked to NewHope Baptist
Church

● Mandatory attendance at the Leaders’ Launch Training day
● Completion of an application form/Code of Conduct (copy attached)

NewHope Baptist Church has zero tolerance for
child abuse

It is your responsibility to inform NewHope of any reason why
you should not serve in a Generational Ministry

Child Abuse

As NewHope ministers to a diverse range of people we can come across the sad
reality of child abuse in our society. Often abuse may be uncovered through a child
confiding in their leader that something has happened to them or there may be
visible signs of abuse on a child.

NewHope is a community which firmly believes shining light into darkness allows
innocent children to be protected. When we act according to these convictions,
families can be assisted to break free of these abusive and destructive behaviours.

It is important to understand that child abuse comes in many forms. None are more
or less impacting on an individual and all are serious. There are certain behaviours
which may alert us to potential child abuse. When these appear, it is time to observe
and listen. It is also the time to make your leader aware of your concerns, even if
you are not quite sure if abuse is occurring.

Commonly recognised forms of child abuse include:

• Physical abuse occurs when a child su�ers, or is likely to su�er, significant
harm from inflicted injury such as excessive discipline and severe beatings or
shakings. Indicators may include unexplained bruises, burns, broken bones,
extreme aggression or withdrawal and discomfort with physical contact.
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• Emotional abuse occurs when a child is repeatedly rejected, criticized,
belittled or insulted and where there is an absence of love, support and
guidance. Indicators may include passive and aggressive behavioural
extremes.

• Sexual abuse occurs when a person uses power or authority over a child to
involve the child in sexual activity. Indicators may include physical signs of
injury, poor self-esteem, lack of confidence, peer problems, unusual aversion
to physical contact and inappropriate sexualized play.

• Neglect is the failure to provide a child with the basic necessities of life such
as food, clothing, shelter, medical attention, hygiene and supervision.
Indicators may include constantly hungry, malnourished, tired,
inappropriately dressed for weather

• Image based abuse happens when a photo or video of a person is taken
and/or shared without that person’s permission, especially those that are
intimate, nude or sexual in nature

• Grooming is when a person purposely builds a relationship with a child and
their family in order to create a situation where abuse could occur at a later
time. Trust is built and then betrayed. Grooming is recognised as an o�ence in
Victoria.

Responding to a Concern, Allegation or Conflict

At NewHope Baptist Church we take all concerns, allegations and conflicts seriously.
We desire to cultivate a culture of awareness, transparency and communication.

You do not need to have proof to report any concerns you have about the safety of
a child. If events or observations lead you to suspect abuse, share this with your
ministry leader so that these concerns can be discussed and considered carefully.
NewHope has clear reporting and support processes which your ministry leader is
aware of so they will be able to guide your conversation and help discern the next
action.

What to report:
● A complaint made by someone to you (for example, a child telling you about

an incident that happened to them)
● An abusive act witnessed by you
● Any indicators or evidence of abuse or grooming
● Unsafe conduct or inappropriate behaviour of another leader or volunteer
● Anything that seems “not right”.

How to report:
● Provide immediate intervention if required. If you believe that a child is in

immediate physical risk call 000 for assistance from Police.
● Take notes: what has occurred? Who was involved?
● Report immediately to your Ministry Leader
● Your Ministry Leader will follow the process through to completion with the

SOC team to ensure we fulfil NewHope’s moral and legal responsibilities by
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reporting to the appropriate authorities such as the Commission for Children
and Young People, the Police and the Baptist Union of Victoria.

Consequences of Misconduct

NewHope Baptist Church will enforce this policy and the Code of Conduct. Following
any non-compliance there will be a review that may result in restriction of duties,
suspension or termination of roles or other corrective action.

Risk Management

The following policies and procedures are in place to minimising the potential for
child abuse or harm to occur.

● Assessment of activities: all existing and new activities and programs within
Generational Ministries will undergo a risk assessment to determine potential
environmental risks (eg. areas that might obscure a line of sight or pose a risk
to physical safety, such as the backstage areas) and vulnerability risks (such
as activities that may foster personal relationships between leaders and
children who are highly vulnerable and dependent on the leader for their
needs).

● Safe touch: ask permission before initiating any touch (for example a crying
child may not want a hug). Avoid initiating touch when not in full view of
others. Always be appropriate and above reproach.

● Appropriate supervision: no leader or volunteer should ever be alone, one on
one, with a child or young person, other than their own children. This includes
in a car or private home.

● Empowering children to participate in their own safety: we seek to include
the children in decision-making, rule-making and the planning and delivery of
our ministries. We will act on all concerns raised by children or their families.

Mental Health

There are some mental health conditions that are identified as having high
incidences among youth and even children; these include depression, anxiety,
self-harm and schizophrenia. Leaders are not expected to diagnose or be experts on
these areas but it is helpful to have a general understanding and to know what to do
if you encounter them.

● Depression may look like: sadness, lack of emotional responsiveness,
frequent self-criticism and blame, lack of energy, dark thoughts and worry.

● Anxiety may look like: panic attacks (including shortness of breath, rapid
heart-beat, numbness), mind racing or going blank, excessive fear and worry,
avoidance of situations and distress in social situations.

11



● Self-harm may look obvious such as a direct comment or obvious harmful
behaviour, or it may be more inconspicuous such as a random passing
comment, withdrawal from friends and social situations, change in attitude or
loss of interest in activities previously enjoyed.

● Schizophrenia may look like: hallucinations, hearing voices, delusions and
false beliefs of persecution, a special mission or being under outside control.
These can be very frightening and seem extremely real to the person.

What to do

If you are made aware of a potential mental health concern (because you have
been told or because you have identified a warning sign) contact your Ministry
Leader immediately, do not wait until the following week. We will seek to connect
them with the proper professional help and continue the journey with support and
prayer.

Work Health & Safety

NewHope leaders should always be prepared for all kinds of incidents, accidents
and emergencies. While we very much hope they will never occur, we must be
vigilant in planning and preparing in case they do.

First Aid Kits

First Aid kits can be found in each room. Look for the green cross sign. First Aid kits
are monitored and re-stocked regularly by St John Ambulance Australia. If an item
is used from the First Aid kit an incident report must be filled out and given to your
supervisor. See an example of this form at the back of the manual.

Action Plans, Asthma & Anaphylaxis

Some severe medical conditions such as asthma and anaphylaxis will require the
child to have an action plan. This action plan is individual to the child and developed
in consultation with the parents and the child’s doctor.

Children with a severe medical condition will provide NewHope Generational
Ministries with a copy of their action plan. In the event of an incident, the child’s
action plan is to be followed and their individual medication administered.

Common asthma triggers include dust mites, pollen, and mold.

Signs of an asthma attack:
● Wheezing cough
● Chest tightness
● Di�culty in breathing/shortness of breath
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Common Anaphylaxis triggers include food (eggs and peanuts), insects (bees), and
medications.

Signs of an anaphylaxis attack:
● Di�cult/noisy breathing
● Swelling of tongue
● Swelling/tightness in throat
● Di�culty talking and/or hoarse voice
● Wheeze or persistent cough

Responding to an Accident or Medical Emergency

1. Get the First Aider. Medical advice should be sought regardless of the
apparent degree of the injury. The First Aider will be responsible to look after
the injured child and will decide if an ambulance should be called.

2. Make sure that any uninjured children are still being supervised. They may
need to be distracted and comforted if they have witnessed the accident.

3. If the injury is serious, send another leader to go and get the child’s parent(s)
if they are within the church building. If the parent(s) are not physically
present, check the database for a contact phone number.

4. If it is decided that the child’s parents do not need to be gotten right away,
they should still be informed of any incident involving their child at the end of
the program.

5. Any incident that causes injury, illness or damage to property, or any near
miss incidents, must be recorded by filling out an Incident Report Form
which can be found with the first aid kit (see example at back of manual).
This will be filled out by the First Aider and/or the Supervisor and may need
to be verified by the leader who first witnessed the incident. These reports
are then reviewed in order to prevent a re-occurrence.

Calling an Ambulance

When calling for an ambulance the person on the other end will talk you through the
call and ask questions. However, it is good to take time and think about what
information they might ask for.

● Call 000

● Tell them where you are: NewHope Baptist Church – 3 Springfield Road,
Blackburn North

● Tell them what has happened (eg: asthma attack, allergic reaction etc.)

● Tell them what treatment has been given so far (eg: EpiPen has been given)

● Try to be as detailed as possible. The First Aider might tell you what to say.
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● Also, tell them the number of the phone you are calling from, in case it gets
disconnected and they need to phone back.

● Send someone outside to meet the ambulance and lead them to where you
are in order to save valuable time.

Hazards

It is the job of every leader to monitor the room for potential physical dangers and
hazards. If you see anything that looks unsafe, report it to your Ministry Leader.

Examples might be:
● Spills on the floor
● Chairs stacked too high
● Unsafe cords and wires
● Exits / escape pathways blocked
● Broken equipment (eg. child safe gates)

Evacuation Plan

In case of fire, explosion or other emergency within NewHope Baptist Church:
STAY CALM – DON’T PANIC

1. When to evacuate: The moment you hear the alarm. Do not wait to see if it is
just a drill… if the alarm goes SO DO WE!

2. What to take: a) The CHILDREN; b) any sign-in information about who is in
the room; c) any medication (such as Epi Pens) that belong to the children

3. What not to take: Everything else. This includes bags and valuables.

4. Where to go: In each room you will find an evacuation map on the wall near
the door. This illustrates the route to follow when evacuating that particular
room. See maps of rooms typically used for your ministry at the end of this
manual.

Assembly areas at NewHope Baptist Blackburn Campus are the northernmost
end of the car park. And if this area is unsafe / too close to the fire, the
secondary assembly area is Dale Court.

5. What to do next: Stay together as a group. No one is to wander o� alone. An
ideal situation would be to sit the children down and have all leaders form a
“fence” around them.

When parents arrive they can collect their children from the group. Keep a
record on the sign-in sheet of who has been collected.

6. When can we go back into church: Only when we’ve received the all clear
from the fire department.
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Covid-Safe Policy for Generational Ministries

We will follow any directives from the Department of Health and the Victorian
Government to provide a safe environment for all people. We also will adhere to
NewHope’s Epidemic/Pandemic Policies and Procedures, including:
 

● Asking any person, including volunteers, who are unwell or displaying
symptoms to stay home.

● Asking close contacts and those who are required to isolate to follow
Government directives and stay home.

● Asking all volunteers who are serving in a Generational Ministry at NewHope
to be fully vaccinated against Covid-19 (and to receive the recommended
booster as able)

● Maintaining social distancing and abiding by room capacity numbers when
required:

o Capacity at four square meters:
▪ FR1: 68 people; FR2: 42 people; FR3: 24 people; ER6: 63

o Capacity at two square meters:
▪ FR1: 135 people; FR2: 84 people; FR3: 49 people; ER6: 126

o NOTE: These numbers include everyone over the age of 1 years. 

● Checking in and collecting contact details for each person in each room
(including children) in order to track and communicate in the event of an
outbreak (in line with the NewHope privacy policy).

● Having hand sanitiser available throughout the building and in each room.

● Practicing good hygiene, including sneezing into elbow or tissues, and regular
hand washing.

● Encouraging elbow bumps, waves and smiles rather than handshakes and
hugs.

● Making changes to the program including but not limited to, spacing out
chairs and tables and marking appropriate distances on the floor, limiting or
changing toys and equipment, using individualised resources where possible,
and playing non-contact games.

● Increase cleaning of high touch areas such as door knobs and railings, as well
as toys and shared materials.

● Require mask wearing in line with the current Government directives.

*Please Note: These rules are subject to change depending on Government
directives
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Specific Policies and Procedures for NewHope Kids

“Helping children to encounter Jesus today and walk
with Him tomorrow.”

2022 Leadership Details

CHILDREN & FAMILIES PASTOR Alicia Demond
JUNIOR KIDS CHURCH Ellie Riley
SENIOR KIDS CHURCH Jazz Coughlin
PASTORAL CARE COORDINATOR Grace Telfer

SENIOR KIDS

Sunday 9am
Function Room

Sunday 11am
Function Room

Point
Person Jazz Coughlin Ben Dang & Josh Meng

First Aid Nick Cummings Jazz Coughlin

JUNIOR KIDS

Sunday 9am Sunday 11am

Point
Person

1-3 yr olds
Function Room2

Kinder / Prep
Function Room 3

2yrs to Prep
Function Room 2

Angela Ghaly Ellie Riley Christina & Chris Koh

First Aid Ellie Riley Christina & Chris Koh

16



Roles and Job Descriptions

Point Person: You are the point person for leaders, parents and the children at one
of the NewHope Kids services. Responsible for organising the team, allocating
scripts, overseeing the program and ensuring our church is a safe place. This key
role will be a part of the core team and meet regularly with the Children’s Pastor and
other point persons from other services to plan, collaborate and support. In this role
you will…

● Attend trainings and adhere to all duty of care policies provided in the
Leaders’ Manual

● Lead pre-service prayer time with the team of leaders in the room
● Oversee and care for the children in the room, this includes ensuring every

child is properly checked-in when they arrive
● Oversee and support the small group leaders in the room, encouraging them

in their responsibilities and helping them to develop new skills
● Be prepared and familiar with weekly lessons, craft materials etc.
● Set up and pack up the room, with help from the team of leaders, this

includes the kitchen and storage areas
● Create a safe place where everyone feels welcome, included and valued
● Set a good example for leaders and children and be a role model others can

look to
● Have a Deuteronomy 6 outlook, always acknowledging parents as the key

nurturers of their children and seeking to form relationships and connection
to support them in their role

Small Group Leader: Your focus is the children in the room. Small group leaders are
responsible for looking after the children during the program, small group time
(senior kids) and play time (junior kids). In this role you will…

● Attend trainings and adhere to all duty of care policies provided in the
Leaders’ Manual

● Attend pre-service prayer time
● Bring my Bible each week
● Set a good example and be a role model the children can look to in times of

worship, prayer, o�ering etc.
● Be prepared and familiar with the lessons, activities, crafts etc.
● Let my Point Person know when I’m going to be away
● Be consistent in my attendance
● Have a positive attitude, always looking for the good things God is doing
● Encourage friendships amongst the children in my small group
● Create a safe place where everyone feels welcome, included and valued
● Not be afraid to ask for help from my Room Leader or Point Person as

needed
● Help with teaching times and be willing to try new things, eg: puppets, skits

etc.
● Have a Deuteronomy 6 outlook, always acknowledging parents as the key

nurturers of their children and seeking to form relationships and connection
to support them in their role
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Tech Team: You are responsible for media and tech support. In this role you will…

● Attend trainings and adhere to all duty of care policies provided in the
Leaders’ Manual

● Attend pre-service prayer time
● Let my Point Person know when I’m going to be away
● Be consistent in my attendance
● Set a good example and be a role model the children can look to
● Set up and pack up the sound desk and microphones
● Attend to the technical needs of the program, eg: audio, slides, videos and

music etc.
● Be familiar with the lessons and scripts
● Have a positive attitude, always looking for the good things God is doing
● Create a safe place where everyone feels welcome, included and valued
● Have a Deuteronomy 6 outlook, always acknowledging parents as the key

nurturers of their children and seeking to form relationships and connection
to support them in their role

Helper: You are a valuable helper, responsible for general jobs. In this role you will…

● Attend trainings and adhere to all duty of care policies provided in the
Leaders’ Manual

● Attend pre-service prayer time (and help to organise the breakfast as
needed)

● Let my Point Person know when I’m going to be away
● Be consistent in my attendance
● Help to guide children’s behaviour and be a role model they can look to
● Be available to fill in for small group leaders when they are away
● Help organise and distribute any craft materials at small group time and

ensure the Point Person or Room Leader is aware when supplies are running
low

● Help with set up and pack up and ensure props are set out for next service or
put away at end

● Be on the look for any child who is on their own to encourage and talk to
● Be available to the Point Person for odd jobs, eg. photocopying, check-in etc.
● Be available to help welcome children and families at Check-in or at doors as

they arrive. And to help with check-out as children are collected.
● Have a Deuteronomy 6 outlook, always acknowledging parents as the key

nurturers of their children and seeking to form relationships and connection
to support them in their role

Prayer and Counsel

Male leaders are only to initiate prayer and counsel with boys and other male
leaders. Female leaders are only to initiate prayer and counsel with girls and other
female leaders. If a child or leader of the opposite sex requests personal prayer or
counselling from you, invite a leader of the opposite sex to join you. Remember to
be sensitive in praying for others and involve senior leaders as needed.
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Leaders of NewHope are required by law to not engage in behaviours focused on
the changing or suppression of one's sexuality. These may take the form of
instructing, pressuring or coercing  someone to change their sexual orientation or
prayer which is focused on changing one’s sexual orientation. Please see Appendix 5
Victorian Suppression Act. Guidelines for leaders at NewHope for further details.

Use of Alcohol and Smoking
(1 Tim 3:8, 1 Corinthians 8:13)

Smoking and the use of alcohol are illegal for anyone under the age of 18. Whilst
personal use of alcohol and smoking is a private decision for those over the age of
18, all Children’s Ministry Leaders are strongly encouraged to consider their choices
carefully. Because of the high profile of alcohol and smoking in our society, and the
easy misinterpretation by a young person of any “approval” of this in the lifestyle of
leaders, no Children’s Ministry Leader should be consuming alcohol or smoking
where there are children present, or before interacting with young people.

Alcohol and smoking will not be present at any NewHope Children’s Ministry Event.

Contact Outside of Kids Church Service Times

● Personal information of children and families may sometimes be shared with
leaders for the purposes of ministry, including follow up, sending cards and
organising social events. Personal information must be kept private and
confidential at all times. Leaders must not share this information. Please refer
to the attached Privacy Policy.

● Before starting communication with a child, leaders should inform parents,
seek permission and always keep them in the know.

● Safe ministry is about serving in teams. Therefore, interaction with children
should be carried out in a team context. The use of group emails and/or SMS
from the team is good practice.

● Children’s Ministry leaders must not knowingly transmit, retrieve or store any
communication that is discriminatory or harassing; derogatory to any
individual or group; obscene, sexually explicit or pornographic; defamatory
or threatening; in violation of any license governing the use of software; for
any purpose that is illegal or contrary to our conduct code.

● Children’s Ministry leaders must not use someone else’s phone, email,
Facebook or any other communication tool to communicate with other
leaders or children, with the intention of misrepresenting that person.

● No leader should be regularly phoning, writing to, or visiting a child or young
person of the opposite sex. Where needed, this sort of contact must be only
occasional and in accordance with all guidelines found in this Manual.
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● Leaders should ensure their Facebook content is appropriate for a disciple of
Jesus and conversation should be above reproach. Leaders should not recruit
children to their Facebook friendship list.

Safe Online Ministry

NewHope is committed to safe online environments for ministry. Any online activity
where children are present, such as small groups run over Zoom, must be carried out
in accordance with our Code of Conduct and all the Child Safety and Wellbeing
policies and practices found within this manual. NewHope will not tolerate online
bullying, trolling or grooming and will address any concerns raised.

● Families will be invited to opt-in: Zoom small groups are not compulsory.
Parents will be provided with the link and details, and may opt in or out.
Opting-in presumes that parent permission has been given.

● Training videos & policies for leaders: Leaders are required to watch the
training videos and agree to abide by these policies when using Zoom and
other online environments for ministry activity.

● All policies in this manual still apply: the policies found within our manual still
stand and must be followed even in a digital small group setting. This includes
appropriate conversations and content, not taking photos or videos without
permission and not being alone with a child (ie. meeting online one on one).

● Zoom meetings are by private invite only with an ID code and password:
leaders will schedule each meeting with a personal ID and password and then
email this to the families in their group to enable them to join.

● Children should not be a part of the Zoom meeting without their parent’s
knowledge: ideally, leaders should ask parents to be present with their child
when they first login to the Zoom small group meeting. This gives an
opportunity to connect with parents and touch base to let them know the
small group is starting. After that, parents are free to go and do other things
but are asked to stay close by to supervise and be on hand if needed.
Leaders, if a parent is not present when a child first logs into the meeting,
please confirm with the child that their parents are aware that they are
Zooming with you.

● Photos and video of the meeting should only be taken with permission:
leaders must have the permission of every parent in the group before taking
any recording of the meeting, including photos and/or video. If permission is
given and a recording is taken, this can only be shared on our private
platforms and is not for public use or to be shared in any other way. Please
confirm with your Ministry Leader/Pastor before you post or share anything.

● Think about your surroundings: ensure you consider what is going on in the
background of your meeting space. Test your video beforehand and make
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sure the background is appropriate for young eyes and ears. It is also best
practice to pick a central place in your home like the dining room table so
that everything remains open and transparent.

Organising Social Events

Leaders, especially of primary aged children, are welcome to organise social times
outside of Kids Church to continue building friendships and connections between the
children.

1. Decide on the details. You may like to involve the children in planning and
coming up with ideas of what to do. For example, meeting at McDonalds for
lunch after church.

2. Run the idea past the Children’s Pastor and keep them in the know.

3. The Children’s Pastor will put you in touch with the parents. All private
information of children and their families will be respected and only shared
with their permission.

4. Communicate closely with parents as you organise the event. You may use
phone or email but face to face conversations are always best. Try to catch
up with families at drop o� or pick up times at Kids Church.

5. Normal supervision and duty of care procedures found in this Manual will still
apply, for example, there must be at least two leaders present at all events
and one must be over the age of 18. No leader must ever be alone with any
child(ren).

Enrolment Forms

● Must be completed by the parent or caregiver in full before a child is placed
in our care.

● Must contain Emergency contact details, Custody arrangements, Medical
information and Allergies. Private information is kept in a secure place and
not shared without permission, inline with NewHope’s privacy policy.

● A child who has not been enrolled cannot be admitted into NewHope Kids
unless wearing a visitor name tag and accompanied by a parent at all times.
Any such visiting child remains the sole responsibility of their parent.

Check-In/Out Procedure

● Check in stations are located upstairs in the mezzanine area
● Parents may check in more than one child at a time
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● Each child receives a stick-on name tag and the parent receives a collection
sticker

● Name tags MUST be worn at all times
● To check out, parents show the matching receipt sticker to the leader posted

at the door. The leader takes the child’s name tag as they leave. A child may
ONLY LEAVE with a person who has the matching receipt sticker for their
sticker name tag

● Parents may stay with their child and attend any NewHope Kids rooms,
however, they will need to be checked-in at a station and a name tag will be
printed for them

● Leaders will also check in at a station to be part of the headcount for each
room. However, leaders will have a physical name tag to wear each week
instead of printed sticker tags. Leaders must wear their name tag in a
VISIBLE place at all times.

Example of Name tags

Everyone serving in or visiting any of the NewHope Kids rooms must be wearing a
name tag to identify themselves.

Example Leader Example Parent Example Child

Allergy and Medical Information

Parents will provide us with details of any allergies or medical needs for their
children when enrolling. This information will be displayed on the child’s name tag.
Leaders should make themselves aware of these details, especially for the children
in their small groups and on days when food is provided. Further details, including
action plans and emergency contacts, can be found with the first-aid kits in the
store rooms.
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Driving Policy

To drive a child (other than your own) in your car, there must be two leaders (where
at least one is the same sex as the child), and the driver must:

● Be fully licensed
● Drive lawfully
● Not take detours
● Have all seat belts in working order and one seat belt per person
● Ensure age-appropriate car seats are correctly fitted
● Have parent’s permission
● Have permission of Children’s Pastor
● If activity goes overtime, notify the parent and inform them of the new

anticipated time

To drive a fellow leader who is under 18 (and not your own child) in your car, the
leader must be the same sex and must:

● Be fully licensed AND have parental permission
OR

● Be on green ‘P’ plates AND have parent’s permission AND permission of
Children’s Pastor

● Drive lawfully
● Not take detours
● Have all seat belts in working order and have one seat belt per person
● Ensure age appropriate car seats
● If activity goes overtime, notify the parent and inform them of the new

anticipated time.

Toileting Policy

All children must always be accompanied by two leaders (not related and one over
the age of 18) when leaving the room for any reason, including going to the toilet.
Leaders should check that all toilets are empty before allowing a child to enter on
their own.

Parents should be responsible for nappy changes and, where possible, toileting of
junior kids. However, if this is not possible two leaders (not related and one over the
age of 18) will accompany the child and provide respectful supervision, allowing the
child to manage to his/her ability. Where toddlers require assistance, the toilet
cubicle must be open to general view and all actions should be respectful and safe.
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Food Policy

Occasionally there will be a special snack, apart from the lollies given as prizes. This
will be provided by the Children’s Pastor after communication with parents. Signs
will be posted in case of any unknown allergies. Food is not to be given to children
without the knowledge of their parents and the Children’s Pastor or Point Person.

When handling food, always ensure hands are washed and gloves are worn. It is
good practice to have the children wash their hands too.

Nuts are not permitted in any of the NewHope Kids rooms. Allergy details can be
found on the child’s name tag and on the medical lists found with the First Aid kits
backstage in Function Room 1 and the admin storage room in Function Room 2.

Photography Policy

● Any photos of Children’s Ministry activities should be taken by someone
appointed by the Children’s Pastor and with parental consent and used at the
Children’s Pastor’s discretion.

● Do not photograph any child or leader who has asked not to be
photographed.

● Photography should focus on the activity or small groups rather than
individuals.

● Do not identify in writing or by tagging, any child in a photograph.

● All children must be appropriately dressed when photographed.

● Photos of children must not be posted on an individual leader’s Facebook (or
equivalent) account.

● Children’s Ministry Leaders should not take photos of children with mobile
phones or personal cameras.

● Parents can film their own child but need permission to record others.

Tech Support Policy

These policies are for those who provide tech support and apply to the computers in
Function Rooms 1-3 to ensure safe and appropriate content for the children in our
care:

● Screen Background: must be a generic background and appropriate for
young eyes
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● Music: can be played from ProPresenter or by using the NewHope Kids’
accounts on iTunes and/or Spotify. Please do not login with your personal
account. All songs must be worship music appropriate for young ears (no
secular music unless pre-arranged with your coordinator). This includes
background music played during small group and play time.

● YouTube: do not stream YouTube to the screens during any Kids Church
service due to copyright restrictions and also the risk of inappropriate ads
and content. If there are any songs or videos that you would like to use, just
let us know.

● Batteries: are found backstage (FR1) and in the store room closest to the
door (FR2). These can be used for microphones. Please let your coordinator
know when we are running low.

● If you run into any problems with the tech desk, please let your coordinator
know and they will follow it up during the week.

Supervision

● A minimum of 2 trained leaders over the age of 18 should be present in each
of our NewHope Kids rooms.

● The recommended ratios from the BUV are as follows:

o 0-2 year olds = 1:3

o 2-5 year olds = 1:4

o 5-12 year olds = 1:8

These are not legal requirements for ministry programs but we will seek to
follow these recommendations as an ideal. At a minimum we will have at least
two leaders over the age of 18 in each room, this may mean moving leaders
between rooms as needed.

● Leaders must never be alone one-on-one with a child or children. There must
be two leaders present with children at all times, including when leaving the
room to go to the toilet or find parents. In this case, one leader must be over
18 years of age and the two cannot be related.

● Position yourself in a way that you can watch what is happening in the room
and act if needed.

● Communicate with other leaders and your Point Person. (For example, ensure
someone knows if you are leaving the room.)

● Know where the children are and what they are doing at all times. Remember
children are not allowed in storage areas, including backstage and the plant
room.

● Supervision means taking action too! If you see a child misbehaving, it is
okay for you to step in and guide them back to the worship time, the small
group activity, or whatever is happening at that moment.
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Guiding Children’s Behaviour

In Children’s Ministry at NewHope we care for children from a wide range of ages –
1 years all the way up to 11! The development of a child over this time is massive.
Not only are they growing physically, they are also learning about the world around
them, working on social and language skills and learning to assert their
independence. All of this is hard work and at times we will see it come through in a
child’s behaviour.

What can we do to encourage positive behaviour:

● Role model caring, positive behaviour

● Involve the children in their own “rule making”, asking for their input to come
up with a set of guidelines that everyone agrees with

● Talk about feelings and how other people might be feeling so children
understand that how they feel might be di�erent to others

● For young children try to give instructive praise. Instead of “good girl/good
boy” try saying “good sharing, Amy” or “I like the way you are working
together to build that tower, Ben and Jason”

● Try to anticipate problems and redirect or intervene early

● Try to determine what the trigger might be for aggressive, inappropriate
behaviour

● Provide predictable and consistent routines that allow the child to feel a
sense of security

● Explain to the child that emotions are not bad. It’s okay to feel upset or angry
but it’s important to express our emotions in an appropriate way

● And above all – remember that no child is a “bad child” but a very young
person struggling to achieve self-control. It is not fair to characterize children
as naughty.

If discipline is required, the procedure is as follows:

1. Ensure the safety of the child or children present by carefully removing them
from danger

2. Ensure the presence of one other leader

3. Give the child a verbal correction – make it clear and relate it back to our
rules (Love God. Love Others. Serve the world.)

4. Give the child a choice – would you like to do this or do that

5. Involve your service Point Person

6. Involve Children’s Pastor and Parents

7. A break from program / event

Children should be spoken about respectfully and treated with dignity at all
times.
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NewHope Kids does not tolerate bullying.

Bullying is a persistent harassment which demeans, threatens, intimidates or
humiliates a person. This includes threatening language, shaming and intentionally

ignoring or isolating someone. This behaviour is unacceptable and will not be
tolerated in Children’s Ministry.

First Aid Kits

First Aid kits can be found in the kitchen in each of the Function Rooms. Look for the
green cross sign. First Aid kits are monitored and re-stocked regularly by St John
Ambulance Australia. If an item is used from the First Aid kit an incident report
must be filled out and given to your supervisor. See an example of this form at the
back of the manual.

There are also First Aid kits backstage in Function Room 1 and in the admin storage
room for Function Room 2. These kits include:

• A generic Epi-Pen Jr which is only to be used by First Aiders in the event of a
medical emergency when the child has no medication available

• Generic Ventolin which is only to be used by First Aiders in the event of a
medical emergency when the child has no medication available

• A list of medical conditions, including allergies, for all children

• Any individual Action Plans for children with severe medical conditions

• Incident report forms

Please Note: if a child brings medication with them to Kids Church such as an
Epi-Pen or Ventolin, this can only be used for that child and should not be used on
another child.

This manual is a living document which is updated as required,
referred to regularly and reviewed annually. We are committed to
listening to and empowering our leaders and welcome your input
into the development of this document to ensure our church is a

safe place.

Please be in conversation with us if you think of things to add or
change.
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Incident Report
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Management Confirmation of Receipt

Received by Admin Manager

Name:
_____________________________________________________ 

Signature:
__________________________________________________

Date: _____/_____/________

Requirements of injury notification:

● NewHope will keep a Register of Incident Reports on the NewHope Drive.
● All incident reports will be kept in the Register of Incident Reports.
● Where a person has been injured, that person (or someone acting on their

behalf) must notify NewHope in writing of any work-related injury or illness
within 30 days of becoming aware of the injury or illness.

-In such cases, NewHope will provide the injured person with:
a) Written confirmation of receipt of notification of the injury or
illness in 
     question, and
b) A signed and dated copy of this Incident Report.

● NewHope will notify the Victorian WorkCover Authority of all reportable
occurrences or events via the WorkSafe Victoria site at
http://www.worksafe.vic.gov.au/forms-and-publications/forms-and-publicati
ons/incident-notification-form
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NewHope Kids Evacuation Plan
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NewHope Safe Organisation Policy
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NewHope Privacy Policy
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Victorian Suppression Act. Guidelines for Leaders at NewHope

The Change or Suppression (Conversion) Practises Prohibition Act 2021 will come
into e�ect in the State of Victoria on February 17 2022. The Act was developed to
outlaw abusive practises employed in psychiatric, religious or other contexts in
order to change or suppress people’s sexual orientation or expression. Such
practises have caused significant su�ering and trauma. NewHope supports the
prohibition of abusive practises. 

An in depth guide has been created by the BUV and can be reviewed on the
NewHope Website. 

As leaders we are responsible for the care of those we lead and interact with in all
contexts at NewHope. The following guidelines are to support your leadership and
create expectations as to how we as a community seek to respond.

In 1997 NewHope a�rmed at a members meeting that it maintains a traditional
interpretation of marriage. However, it is of the highest value to us as a community
that every and any person can experience life giving relationships with Jesus. We
are more passionate about this value than we are about interpretations of marriage.
It is therefore our sincere hope, that regardless of sexual orientation everyone has
the opporutnity to experience welcome, connection and ultimately, encounter Jesus
at NewHope. We as leaders will create space for others and will prioritise
relationship over theology on this issue.

Leaders of NewHope are required by law to not engage in behaviours focused on
the changing or suppression of one's sexuality. These may take the form of
instructing, pressuring or coercing  someone to change their sexual orientation or
prayer which is focused on changing one’s sexual orientation.

Leaders are able to share their perspectives on what the Bible says as long as they
are clear that this is their understanding of the scriptures and are not using this
perspective to place pressure on an individual to change. Leaders must be aware
that the Suppression laws focus on how one interprets a conversation and not just
on the content of the conversation. 

What if I am asked to pray for someone in regards to their sexuality?

● Prioritise relationship: Whatever perspective you hold this is a deeply
personal aspect of life and no resolution to this request will ever be found in
one interaction. Focus on maintaining relationship for the long term and not
seeking resolution in the short term.

● Invite dialogue: Genuine interest and conversation is a powerful discipleship
tool. Assume that you know nothing of their story and embrace the exciting
journey of learning and understanding as we engage in dialogue together.
Ask questions like: ‘Why would you like me to pray for that?’ ‘What
experiences have you had previously in Christian communities?’ ‘How do you
understand God and his love?’

● Follow up: Ongoing relationship matters most. Seek to connect again and
continue genuine connection and mutual support. If you would like additional

38



support,  ask if the individual would be willing to meet with a pastoral team
member. Our pastors are willing to engage in dialogue and available to
anyone asking questions of sexuality. You are invited to join in these
conversations and engage with the journey of life giving relationships. 

NewHope a�rms the historical Baptist view that every person has the right to form
their own perspectives and theological convictions. The BUV believes that a prayer
such as the following may be a reasonable response to being asked to pray for an
individual's sexuality: “God, we ask that you help this person to discern your will for
them in this and to act according to it.” (Please note: this is still a legally untested
suggestion).  

These guidelines and recommendations are based on the BUV Code of Ethics for
Pastoral Leaders which can be reviewed at:
https://www.buv.com.au/wp-content/uploads/2020/02/Code-of-ethics.pdf.

Please engage in conversation with the pastoral team at NewHope if you wish to
discuss further and whatever your personal perspective, always engage sensitively
and prayerfully with others in this area.  
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Code of Conduct

Leaders Code of Conduct

40



When the code is breached
I.

Minor: Everyone is capable of sin but can repent and be forgiven (1 John 1:8-9). It
stands to reason then, that the code can be breached. When this happens in an area
that is not a breach of civil or criminal law, simply cease the conduct. If this is
di�cult, the person should see their team leader or supervisor about receiving help
(e.g. counselling). In some cases it may be necessary to step a person aside from
their duties whilst this takes place. It is crucial to deal with such matters
confidentially and sensitively.

Unknown: Not all leaders will understand ‘unacceptable’ behaviours. Even after
explaining the code some may be unaware they are exhibiting unacceptable
behaviours. Leaders need to be open to correction and humble enough to modify
behaviours so as to not discredit the gospel. As above, stepping a person aside from
their duties may be necessary.

Constant: There are breaches that are not a breach of civil or criminal law, but still
unacceptable behaviour in a ministry context. Where a leader has been made aware
of their behaviour and yet refuses to change:

a. The ministry coordinator meets with the person for behaviour review
meetings.

b. If behaviour continues, a small group of church leaders are to arrange a
meeting to address the behaviour. Stepping aside is appropriate at this point.

c. If the behaviour/s continue/s beyond this meeting, then respectfully, and
upholding       confidentiality, the person will be stood down for a set period.
They will be o�ered help in changing their behaviour via counselling if they
are willing. NB. Written notes of all meetings to be carefully taken and a copy
given to all parties.

Breaches of the law or allegations of abuse: Allegations of abuse or serious
misconduct are to be referred to the appropriate government authorities, in line
with our denominational processes.

Name ____________________________

Signature__________________________

Date _______________________________
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Notes Page:
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