
 

 

 

 

 

 

 

 

Moral Conduct Policy and 

Child Protection and Procedures Manual 

 

Prior to working with students, our insurance company and the Airdrie Koinonia Christian 
Education Society (AKCS) requires that all volunteers: 

 Complete a Volunteer Application form 

 Take training in child protection and harassment prevention by reading the Moral 

Conduct Policy and Child Protection Procedures Manual (see attached) 

 Submit a Police Record Check with a Vulnerable Sector Screening Check which is 

valid at our school for 2 years. (If your record check is already on file with us, please 

indicate so on your Volunteer Application form).  

Please read the Moral Conduct Policy and Child Protection Procedures Manual in this booklet 
and indicate that you have done so on the Volunteer Application Form.   
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 MORAL CONDUCT POLICY 

Rationale 

In order to maintain the Christian character of the schools, it is important that School Board 
members, Employees, Volunteers, Parents/Guardians and Students uphold by precept and 
example, Biblical standards of moral behavior. All sin, whether hidden or visible, is an offense 
against God, but not all sin has equal consequences in a Christian community. Those which 
are visible and disruptive can directly impact the life and testimony of that community to the 
world and cannot be accepted. AKCS opposes all behaviors which are specifically 
condemned in the Bible. Furthermore, the Koinonia Christian Education Society opposes 
those offenses such as sexual harassment and child abuse which, while not mentioned by 
name in the Bible, involve the clear violations of Biblical standards which this policy 
addresses. 

Policy 

1. The following kinds of speech are unacceptable to AKCS whether the speech occurs 
at the schools or outside of the schools by a School Board member, Employee, 
Volunteer, Parent/Guardian or Student: 

a) Vulgar or suggestive speech (Ephesians 5:4) 

b) Gossip or slander towards an individual or group (Proverbs 26:20) 

c) Intimidation (Ephesians 6:9) 

d) Threats of violence (Psalm 11:5) 

e) Lying (Exodus 20:16) 

f) Swearing (Exodus 20:7) 

2. The following kinds of behavior are unacceptable to AKCS whether the behavior 
occurs at the schools or outside of the schools by a School Board member, Employee, 
Volunteer, Parent/Guardian or Student: 

a) Stealing (Exodus 20:15) 

b) Drunkenness (Galatians 5:21) 

c) Violence against another (1 John. 3:11; Matthew 22:39; Jeremiah 22:3) 

d) Any kind of sexual misconduct including 

i) Viewing or reading of pornographic material (Philippians 4:8) 

ii) Lewd or suggestive speech or behavior (Ephesians 5:3-7) 

iii) Sexual contact outside of biblical marriage (1 Corinthians 6:18; I 
Thessalonians 4:3-7; Hebrews 13:4: Exodus 20:14; Romans 1:26-27; 
Galatians 5:19-21) 

e) Sorcery or Witchcraft (Deuteronomy 18:10-12; Isaiah 8:19; Galatians 5:20) 

f) Vandalism (Romans 12:17-21) 

g) Marrying an unbeliever (II Corinthians 6:14). An unbeliever shall be defined as 
an individual who cannot or will not adhere to the Statement of Faith. 

3. None of these prohibited activities shall in any way be promoted or approved by the 
School through speech, written material, or example. 

4. All School Board members, Employees, Volunteers and Students shall conduct 
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themselves in such a way as to avoid the appearance of evil and possible false 
accusations. For example, special care shall be taken when meeting with or 
transporting any Student or Employee on an individual basis. 

5. When School Board members, Employees, Volunteers, Parents/Guardians or 
Students become aware of, or suspect that moral misconduct may have occurred they 
are responsible to immediately report such instances of moral misconduct to those in a 
supervisory role. Students and Parents/Guardians shall report to a Teacher or the 
Principal. School Board members, Employees and Volunteers shall report first to the 
Principal, secondly, if necessary, to the Chair of the Board, and lastly, if necessary, to 
the Superintendent. 

6. Everyone involved in reporting or investigating an incident of moral misconduct shall 
speak about the matter only to those individuals who can be a part of the solution. 
Thus, Students shall not talk to other Students, and Employees and Volunteers shall 
not talk to other Employees or Volunteers. All conversation shall be directed to those 
individuals investigating the matter or to an adult (e.g. Parent, Pastor) who can 
assume the role of counselor to the injured party. 

7. The School (Principal, Chair, Superintendent and others such as Social Workers or 
Counselors as needed) shall investigate every accusation of moral misconduct taking 
care to balance the rights of the accused with the rights of the victim, and taking due 
care to guard the reputation of the School. Those investigating shall operate under the 
twin assumptions that the accusation might be true and that it might not be true. The 
goal is to determine the truth of the matter. Attention shall be directed to obtaining 
specific details regarding events, dates, and times. A written record of the investigation 
shall be kept by the investigating authority. 

8. Interviews of Employees, Volunteers, Parents/Guardians and Students will be 
conducted by a minimum of two individuals, at least one of whom will be the same sex 
as the person being interviewed. The person being interviewed shall be given the 
option of having an individual accompany them at this interview. Where there are 
indications that sexual misconduct involving Students has occurred, their 
Parents/Guardians will be notified immediately except in a case where there is a 
possibility that the Parent/Guardian himself or herself is involved. In this case, civil 
authorities will be notified immediately in order that they may conduct an investigation 
which is beyond the jurisdiction of the School. 

9. Students found to have violated the moral standards of the School shall be disciplined 
in accordance with the Discipline Policy as it applies to Serious Offenses. 

10. School Board members and Employees found to have violated the moral standards of 
the School shall be disciplined in accordance with the Discipline, Suspension, & 
Dismissal Policy. 

11. Volunteers found to be in violation of the moral standards of the School shall not be 
permitted to volunteer at the School. 

12. School Board members, Employees, Volunteers, Students, or Parents/Guardians 
whose actions give cause to believe there is a violation of the law (assault, sexual 
harassment, sexual or physical abuse, etc.), shall immediately be reported to the 
appropriate civil authorities.  

13. School Board members, Employees, Volunteers, Parents/Guardians or Students who 
encourage (actively or passively) others to engage in any of these prohibited activities 
may be held equally liable to discipline or removal from the school. 

14. The Principal shall ensure that Employees, Volunteers, Students, and 
Parents/Guardians are informed of this policy on an annual basis. Every Employee 
shall annually indicate that they have read, understand, and agree to abide by the 
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Moral Conduct Policy. This will be kept on file with their annual contract. 

15. The Principal shall ensure that the School curriculum addresses, at each grade level, 
the issues in this policy which are appropriate to that grade. 

16. Every School is required to adhere to the Child Protection Procedures Manual as 
amended from time to time. 
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CHILD PROTECTION PROCEDURES MANUAL 
(For employees and volunteers) 

 
Protection Procedures 
 Personnel 

 All employees and volunteers are required to complete a written application (see 
volunteer application form included in this packeage) 

 Reference checks are required for all employees and volunteers 

 Police ‘Criminal Record Checks’ with ‘Vulnerable Sector Screening Checks’ are 
required for all employees and volunteers and are to be updated biannually 

 Employee interviews are to be conducted by a senior staff member  

 Annually review Moral Conduct Policy and Procedures with all employees and 
volunteers 

 All employees and volunteers are required to sign a statement agreeing to abide by 
the Moral Conduct Policy 

 Records will be permanently and securely kept. These would include employee 
and volunteer applications, criminal record checks, references, signed 
acknowledgement of Child Protection Procedures manual, records of Child 
Protection training and refreshers 

 Individual Job Descriptions outlining responsibilities and including Performance 
Expectations  

 Regular ongoing performance evaluations  
 
 Child Security 

The following security requirements are set in place to ensure that both children and 
parents receive assurance of the responsibility taken by the employees and 
volunteers. Although this requires extra time, these security measures will help to 
assure employees and volunteers that the children under their supervision are properly 
cared for. 
 
Visibility  
In all situations, be aware of how someone else might misconstrue your actions. 

 When teaching or meeting with individuals, use a room that has a window in the 
door OR leave the door open. 

 If you are required to help in the bathroom ensure the door remains ajar. 

 Never go into a bathroom cubicle with a child and shut the door. 
 
 Field Trips and Special Events 

 All events off school property must be pre-approved in writing by the Principal. 

 Parents are to be notified in writing one week prior to the events. 

 Consent/medical release forms from parents/guardians are required for these 
events. 

 All trips and outings must be supervised by a minimum of two adults (see chart on 
the next page). 

 When transporting children, all drivers must have a valid driver’s license and 
current auto insurance. Students shall not transport other students. 

 There must be one seat belt for each child. Seat belts must be used. 
 
Overnight Events 

 All overnight events must be approved in writing by the School Administration. 

 Consent/medical release forms from parents/guardians are required for these 
events. 
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 All trips and outings must be supervised by a minimum of two adults (see chart 
below). 

 When transporting children, all drivers must have a valid driver’s license and 
current auto insurance. Students shall not transport other students. 

 There must be one seat belt for each child. Seat belts must be used. 

 In outings that are for both male and female students, there must be both male and 
female supervisors. 

  

Age Day Excursions Overnight Excursions/Activities 

5 or 
under 

2 adults per group of 10 Overnight excursions not 
recommended 

Ages 6 – 
8 

2 adults per group of 12 Not recommended for age 6; 
4 adults for 20 children for ages 7 
& 8 

Ages 9 – 
18 

2 adults per group of 15 2 adults for every 10 

 
 Sick Children/Emergencies 

 Sick children should not attend school if they have a communicable disease. 

 Staff will not administer prescription medication (this excludes non-prescription 
drugs -- eg. Advil, Tylenol, etc.)   

 Request written instructions in case of known allergies. 
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What Constitutes Child Abuse 
Abuse can be one or all of the following, but always involves the misuse of power 
where people take advantage of the authority or power they have over vulnerable 
people. This includes adults with physical or mental disabilities. The Provincial Child 
Welfare Act interprets a “child” as being a person under the age of 18 years. The term 
“child abuse” refers to the violence, mistreatment or neglect that a child or adolescent 
may experience while in the care of someone they either trust or depend on, such as a 
parent, sibling, other relative, caregiver or guardian.  
 
Physical Abuse is defined as but not limited to the use of intentional force that can 
result in physical harm or injury to an individual. It can take the form of slapping, 
hitting, punching, shaking, pulling, throwing, kicking, biting, choking, strangling or the 
abusive use of restraints. 
 
 Physical discipline is not an option for school workers. If the approved Discipline Policy 
is followed and does not result in a resolution, parents are to be contacted to either 
directly supervise their child or to remove their child from the activity. 
 
Emotional Abuse is defined as but not limited to a chronic attack on an individual’s 
self-esteem. It can take the form of name calling, threatening, ridiculing, berating, 
intimidating, isolating, hazing, blaming. 
 
Sexual Abuse is defined as but not limited to any unwanted touching, fondling, 
observations for sexual touching, observations for sexual gratification, any penetration 
or attempted penetration with a penis, digital or object of the vagina or anus, verbal or 
written propositions or innuendos, exhibitionism or exploitation for profit including 
pornography. 
 
 
 
 
 
 
 
 
Neglect is defined as but not limited to any behavior that leads to a failure to provide 
services which are necessary such as withdrawing basic necessities as forms of 
punishment, failing to assess and respond to changes in health status and refusing or 
withdrawing physical or emotional support. 
 
Verbal abuse is defined as but not limited to humiliating remarks, name calling, swearing 
at, taunting, teasing, continual put downs. 
 
Psychological abuse is defined as but not limited to communication of an abusive nature, 
sarcasm, exploitive behavior, intimidation, manipulation, and insensitivity to race, sexual 
preference or family dynamics. 

 
Harassment is defined as but not limited to any unwanted physical or verbal conduct that 
offends or humiliates, including gender-based harassment. It can be a single incident or 
several incidents over time. It includes threats, intimidation, display of racism, sexism, 
unnecessary physical contact, suggestive remarks or gestures, offensive pictures or 
jokes. Harassment will be considered to have taken place if a reasonable person ought 
to have known that the behavior was unwelcome. 

 

The Law Reform Committee of Canada defines child sexual abuse as: 
“Exposure of the child to sexual stimulation inappropriate for his age and role 
– the sexual exploitation of a child who is not developed mentally, capable of 
understanding or resisting the contact; or a child or adolescent who may be 
psychologically or socially dependent upon the perpetrator.” 
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Symptoms of Abuse and Molestation 

Awareness of symptoms of abuse is required so that we may be alerted to possible 
abuse. A one-time occurrence would not necessarily constitute a potential abuse case, 
but sudden unexplained changes in a child’s/youth’s behavior would warrant 
investigation. Some of the common signs are listed below: 
 
Possible Physical Signs 

 speech disorders, i.e. stuttering 

 lacerations and bruises 

 nightmares 

 irritation or pain to the area covered by a bathing suit 

 torn or bloody underclothing 

 difficulty in walking or sitting 

 frequent, unexplained sore throats 
 

Possible Behavioral Signs 

 anxiety when approaching certain areas such as bathrooms or change rooms 

 nervous or hostile behavior toward adults 

 sexual self-consciousness 

 “acting out” sexual behavior 

 withdrawal from extra-curricular activities and friends 

 displays inappropriate emotional response to situations 

 engages in extreme behavior, i.e. cruelty, vandalism, stealing cheating, fire setting 

 self-stimulating behavior, i.e. tics, tremors, scratching, self-rocking 

 self-mutilation 

 suicidal behavior 

 depression 

 verbal abuse, directed at the child, by the parent/guardian 
 

Possible Verbal Signs 

 I don’t like (name of particular person) 

 (Particular person) does things to me when we’re alone 

 I don’t like to be alone with (particular person) 

 (Particular person) fooled around with me 

 A child telling someone about the abuse 
 

If you suspect abuse, report the incident or suspicion immediately (see “Reporting a 
Suspicion or Incident”). Do not discuss this with people other than indicated in the 
Reporting section.  
 

Appropriate Touch 
Children are innately trusting and loving. They need to have appropriate physical 
contact from adults who have their best interest in mind. The following are appropriate 
ways of expressing love and care for a child/youth, but should be kept to a brief 
moment. 

 Open hugging (side by side) 

 Squeeze on the “bony” parts – shoulders, elbows, skull, neck 

 Briefly hold hand(s) while verbally expressing your encouragement to the child. 
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Inappropriate Touch 
The following is considered inappropriate touch and must be avoided. 

 Touching any part covered by a bathing suit 

 Kissing a child 

 “Closed” hugging (facing each other in a hug) 

 Having older children sitting on your lap 
 

Reporting A Suspicion Or Incident 
If you have reasonable and probable grounds for a suspicion of abuse, immediately 
report it to the Principal. All employees and volunteers are to provide a written 
summary of concerns to the Principal in a diligent fashion using the ‘Abuse Incident 
Report Form’ (see Appendix 1). 
From Moral Conduct Policy (Point #7): 

 The School (Principal, Chair, Superintendent and others such as Social Workers or 
Counselors as needed) shall investigate every accusation of moral misconduct 
taking care to balance the rights of the accused with rights of the victim, and taking 
due care to guard the reputation of the School. 

 Those investigating shall operate under the twin assumptions that the accusation 
might be true and that it might not be true. 

 The goal is to determine the truth of the matter. 

 Attention shall be directed to obtaining specific details regarding events, dates, and 
times. 

 A written record of the investigation shall be kept by the [the School and the 
Principal, and any] investigating authority. 

 
  SUSPICION: 

 All employees and volunteers shall keep a written record of concerns on specific 
students. 

 The Alberta Child, Youth and Family Enhancement Act requires that any person 
who has reasonable and probable grounds to believe that a child requires 
protective custody because of abuse has an obligation to report such abuse 
without delay. This applies to physical, sexual, emotional, or other forms of abuse 
such as neglect to provide the basic necessities of life. In cases where child abuse 
is suspected, the following shall apply: 

o Immediately report your suspicion in writing to the Principal (see 
Appendix 1). 

o Contact a child welfare worker at Alberta Social Services OR share your 
concerns and observations with the Principal who would contact Alberta 
Social Services and report the suspected abuse (see Pg 8), and 

o Make every effort to protect the privacy of the victim.  

 Abuse or neglect need not have already occurred for a child to be in need of 
protection. When abuse or neglect can be reasonably anticipated and there are 
reasonable grounds to believe a child is in need of protection, the legal obligation 
to report applies. 

 
  INCIDENT: 
 From Moral Conduct Policy (Point #5) 

 Students and Parents shall report [abuse incidents] to a teacher or the Principal. 

 School Board members, employees and volunteers shall report [abuse incidents] 
first to the Principal, secondly, if necessary, to the Chair of the Board, and lastly, if 
necessary, to the Superintendent. 
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 From Moral Conduct Policy (Point #6) 

 Everyone involved in reporting or investigating an incident of moral misconduct 
shall speak about the matter only to those individuals who can be a part of the 
solution. 

 Students shall not talk to other students, and employees and volunteers shall not 
talk to other employees or volunteers. 

 All conversations shall be directed to those individuals investigating the matter or to 
an adult (e.g. parent, pastor) who can assume the role of counselor to the injured 
party. 

 
 From Moral Conduct Policy (Point #8) 

 Where there are indications that sexual misconduct involving students has 
occurred, their parents will be notified immediately except in a case where there is 
a possibility that the parent himself or herself is involved. In this case, civil 
authorities will be notified immediately in order that they may conduct an 
investigation which is beyond the jurisdiction of the school. 

 

Reporting to Child Welfare 

 Any reporting to governing authorities must be done with the Principal’s knowledge. 

 The following reporting guidelines are relevant for students 17 years of age and 
younger. Students who are 18 years of age or older may be referred to the police, with 
the consent of the student.  

  Legal Obligation to Report  
 

The Alberta Child, Youth and Family Enhancement Act (2004) Part 1, 3(1) states that:  

any person who has reasonable and probable grounds to believe that a child is 

in need of protective services shall forthwith report the matter to a director.  

  Section 3(6) states that:  

any person who fails to comply with subsection (1) is guilty of an offense and 

liable to a fine of not more than $2,000.00 and in default of payment to 

imprisonment for a term of not more than 6 months.  

 

  What Information to Report: 

When reporting allegations or suspicions of abuse to Child Welfare, the Child 

Welfare screener will ask for the following information. Even if employees or 

volunteers do not have all of the information, concerns must still be reported.  

 full name, date of birth, and address for all family members (when available)  

 a disclosure of abuse by the student  

 a summary of the conversation between the school personnel and the student 

at the time of the disclosure   

 your observations of physical and behavioral indicators (over what period of 

time; are behaviors different now than when first observed)  

 factors which may increase vulnerability to abuse, i.e. if the student or 

sibling has a disability, high needs, or is isolated  

 alcohol or drug abuse by parents  

 adolescent who is suspected of being in an abusive dating relationship  
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Reporting to Insurance Company 

 All incidents, situations and allegations are to be immediately reported to our 
Insurance Company through our Broker. 

 The prompt reporting of incidents is extremely important, because it allows the insurer 
to intervene and help manage the situation. 

Review of Procedures Manual 

The Child Protection Procedures manual is to be reviewed and updated as changes to our 
organization and the law requires. 
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CONFIDENTIAL        APPENDIX 1 
 

ABUSE INCIDENT REPORT FORM 
Please complete and hand to Principal 

 
STUDENT NAME: _____________________________________________________________ 
 
GRADE: ______________________________ 
 
Dates & Time of Incident/s:_______________________________________________________ 
  
 _______________________________________________________ 
 
 _______________________________________________________ 
 
Details of Incident: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Extent of Injuries - if any: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
MEDICAL ATTENTION NEEDED:   Y      N 
 
WITNESS – NAME: ____________________________________________________________ 
 
Comments: ____________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Dated: _________________________   Signed: _______________________________________ 
 
 
 
 

 

OFFICE: 

DATE RECEIVED:  _________________________________ 

DATE PARENTS NOTIFIED: ______________________________ 

DATE REPORTED: ____________________ TO WHOM: __________________________ 

 

Principal’s Signature: ________________________________ 


