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Policies & Procedures 

Student Ministry (6th through 12th grade) 
 

1. Introduction and Commitment  
 
Henderson Hills is committed to providing a safe, nurturing, Christ -centered environment 
for all students in grades 6 th through 12 th grade . This manual outlines the policies and 
procedures  that ensure the safety and security of those entrusted to our care and 
provide peace of mind to their families and our ministry leaders.  
 

a. Staff members and volunteers are to be active members of HHBC and Christ -
followers  who are growing in their relationship with Him as they pour into the lives 
of others.  

b. Staff members and volunteers are required to complete the HHBC Recognizing 
and Reporting screening process, which includes a Confidential Application, Photo 
Identification, Child Abuse Resolution, Statement of Faith (for volunteers who are 
not yet members and are serving in non -teaching positions), and a clear 
Background Check.  

c. Staff members and volunteers are required to review the policies in this 
document, indicating that they have read and understood the material, and agree  
to comply with the policies.  

 
Any report of inappropriate behavior or suspicion of abuse will be taken seriously. Staff 
and volunteers are required to report suspicious behaviors and any policy violations. 
Volunteers will report to a ministry staff member, while staff members will repo rt to their 
immediate supervisor. If a parent or another individual raises a concern or witnesses a 
policy violation, that parent or other individual should make a report to the ministry staff 
member. 
 
All reports should be documented in writing and reviewed regularly for a resolution. The 
resolution should also be documented, and the reporting individual should be notified of 
the outcome.  
 
2. Safety Protocols  
 

a. Dismissal of Students  6 th-12th Grade  
 

• Leaders will dismiss 6 th-12th grade students at the conclusion of class.  

• Parents should arrange a pre -designated meet -up location for students at 
the conclusion of class . 
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b. Health and Allergy Information  
 

• Parents will inform staff AND teachers of any life -threatening allergies, 
serious medical conditions, or other concerns that would affect the health 
and safety of their student(s)  prior to drop -off. 

• Make sure students can communicate this as well.  
 

c. Supervision of Students  
 

• After every program or event, adult volunteers and/or staff will remain until 
every student  has been picked up or has driven away  and classrooms and 
restrooms have been checked to make sure they are empty.  
 

d. First Aid Kits  
 

• Locat ed near the women’s restroom in the Student Area.  

• First aid kits contain basic supplies, along with emergency oxygen and an 
AED (automated external defibrillator).  

• Students will not be given any medication by a staff member or volunteer, 
with the exception of an epinephrine auto -injector (which requires a 
prescription). If medication is required, parents will be notified and asked to 
report to the area to administer m edication  or will have given prior consent . 

 
3. Emergency Procedures  
 
Emergency procedures should be explained to all new volunteers and staff at the 
beginning of each school year or prior to the start date.  Procedures should also be 
reviewed quarterly with volunteers and referenced often to ensure all staff and 
volunteers are aware of the protocol. Reviews can be written and handed out, emailed, 
texted, or all of the above. Overcommunication in this area is a must.  
 

a. Emergency Information  
 

• An evacuation map is posted near the door in each classroom.  
 

b. Tornado Procedures  
 

• Volunteers and staff will follow posted tornado routes on maps inside 
classrooms (to safer, interior rooms).  

• Leaders will escort students  and remain until an “all -clear” is given.  

• Every effort will be made for parents to pick up students prior to a tornado.  
 

c. Fire Procedures  
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• Everyone should follow posted evacuation routes to ensure a safe exit and 
locate individuals following an emergency evacuation.  

• Teachers will escort students  outside and carry the class roster to make 
sure all students have exited the building.  

• Teachers should text the ministry leader immediately upon confirmation of 
all students on the roster once they have arrived at their designated 
location.  

• Students will not be released to their parents until they are safely outside 
the building.  

• Parents will be encouraged to accompany classes to outside locations prior 
to release.  

• Teachers will remain with students and monitor the roster until all  have 
been released to parents, or the class has returned to the building.  
 

d. Intruder/Lockdown Procedures  
 

• Student Ministry Instructions:  
o Follow the above procedures if students are located inside a 

classroom with a lockable door.  
o Older students should follow the multi -option response “Run, Hide, 

Fight”. They should run if there is an accessible exit, hide if there is 
not an accessible exit, and fight if they are directly confronted.  

o Adult staff and volunteers should direct students on responses to 
aid in the safety of all students.  
 

4. Accidents and Injuries  
 

a. Serious Injury  
 

• 911 will be notified immediately.  

• Parents will be notified as quickly as possible.  
 

b. Minor Injury 
 

• Injury should be treated with standard first -aid procedures.  

• Details of the injuries will be documented on a designated accident form.  

• Parents, witnesses, and supervising staff or volunteers will be asked to sign 
the form. 

• A copy of the form will be given to parents, and the other form will be 
turned into the offices for filing and insurance purposes.  

• Photos or videos of an injury can be maintained for documentation.  
 

5. Communication  and Conduct  Procedures (6 th-12th grade)  
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a. Adult/Student Interaction  
 

These procedures establish a safe environment in which leaders can act “above 
reproach.”  

• Staff and volunteers are prohibited from being alone with an individual 
student in an isolated setting. This includes any classroom, behind closed 
doors, or in a vehicle.  

• Staff and volunteers will inform parents of the schedule and location of 
students and will maintain supervision of students while they are in the care 
of HHBC.  

• Students of opposite genders will not be allowed to be alone in an isolated 
setting. This includes any room alone, behind closed doors, or in a vehicle.  

• If activities or events take place outdoors, student s and volunteers will 
remain in a public setting , where everyone can be seen, to protect the 
safety of everyone.  

• If students or adults are witnessed in any of the above areas, they will be 
promptly redirected to a public area. Any repeated infractions will be 
reported to a staff member, which may result in the student and/or adult 
being asked to leave the event or ac tivity. 
 

a. Communication Procedure Between Students , Interns,  and Volunteers  
 

These procedures help create a secure opportunity that ensures leaders remain 
above reproach.  

• Electronic communications (includes texting or app with communication 
ability): 

o Electronic communication is restricted to group settings, which 
include at least two adults in the chat, text, or email group.  

o All electronic communication must maintain appropriate propriety 
and brevity.  
 

b. Communication Procedure Between Students  and  Full -Time Staff 
 

• Electronic communication can be an effective tool for ministry yet presents 
dangers.  

o Because our staff has gone through extensive background checks , 
training , and is held accountable by church leadership, we allow 
our full-time staff to communicate  electronically with students .  

o All electronic communication must maintain appropriate propriety 
and brevity.  
 

c. Transportation Procedure Between Students, Adult Staff, and Volunteers  
 

These procedures foster a safe environment that allows leaders to operate with 
unquestionable integrity.  
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• Only adults 18 or older may provide transportation to and from locations 
during an HHBC -sponsored event, such as camps or Big Weekend.  

• All adult drivers must have a valid driver’s license and complete the 
Recognizing and Reporting training prior to driving.  

• An additional license plus training is required for anyone driving a 
commercial vehicle.  

• Written parental consent for each student being transported is required for 
every event.  

• Unless the adults are married  to each other , the two adults must be of the 
same gender to ensure their safety after the drop -off of students. In specific 
cases where the required adults are of opposite genders and unmarried, a 
third adult will be required.  

• The church will provide safe and dependable vehicle maintenance and 
inspections on all church -owned vehicles.  

• Vehicles will be inspected after drop -off to ensure that all items have been 
removed and that individuals have exited the vehicle.  

• Staff and/or volunteers will not provide transportation to and from regular 
activities to students without written prior consent from parents AND two 
adults in the vehicle prior to all students being dropped off.  

• Students should follow appropriate state laws regarding the number and 
age of passengers in their vehicles.  

• Any passengers in student vehicles will be arranged by their parents ONLY. 
Staff and volunteers will NOT make arrangements for students without the 
parents' express consent and are not responsible for passengers in student 
vehicles. This is the sole respon sibility of the parents.  

• Parents are responsible for making transportation arrangements and 
completing necessary consent forms for their student.  
 

d. Relationships  
 

• Staff or volunteers, regardless of age, may not date students or imply any 
future intent. 

• One -to-one meals with members of the opposite sex are prohibited 
between students and adult volunteers or staff members. Meetings with 
members of the same gender  will take place in a public setting.  

• Adult staff and volunteers will encourage safe and healthy relationships 
between students but will not arrange outside (not HHBC sponsored) 
communication, meet -ups, or rides between students.  

• Students will be encouraged to report any suspicious or uncomfortable 
behaviors to their parents and a ministry staff member if it involves an 
HHBC participant.  
 



6 
 

e. Physical Contact Between Adults and Students  
 

• Appropriate physical contact includes:  
o Side hugs  
o High -fives, fist bumps  
o Pats on the back/shoulders  
o Placing an arm around shoulders (in group/public settings only)  
o Holding hands during group prayer (in public settings only)  
o Sitting beside a student with appropriate space (in public settings 

only) 
 

• Inappropriate physical contact:  
o Front-facing hugs or prolonged side hugs  
o Kissing (never appropriate)  
o Sitting on laps  
o Touching any body parts other than shoulders or hands  
o Private or isolated physical affection of any kind  
o Wrestling, tickling, or massaging  
o Commenting on physical development or appearance is also 

inappropriate and prohibited  
 
6. Staff and Volunteer Training  
 

a. Training requirements:  

• All staff and volunteer workers must complete the Recognizing and 
Reporting .  

o This includes completing the volunteer application and the 
Recognizing and Reporting training, resolution, along with a photo 
ID, and background check.  

o The training and required forms are located at www.hhbc.com/rr. 

• Training includes:  
o Child abuse prevention  
o Emergency procedures  
o Mandated reporting responsibilities  

 
 

http://www.hhbc.com/rr

