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1. Resource Manual #1: Protocol for Working with Children and Youth Checklist 

A copy of the checklist should be kept on file at the ministry unit and updated annually. 
 

Protocol for Working with Children and Youth 
Checklist 

Name:  

Corps/Ministry Unit:  

Item Date Completed 

Application to Work with Children & Youth 

Completed  

Viewed by Corps Officer/Immediate Supervisor  

Name Submitted to designated DHQ/Social Mission Representative  

Police Records Check 

Date Viewed Recorded in Ministry Unit Files  

Confirmation Email to DHQ/Social Mission Dept  

Periodic Review  4th Year  

Periodic Review  7th Year  

Periodic Review  10th Year  

Police Records Check – Returned with Record 

Written documentation provided (EPIC) preferred  

DHQ/Social Mission Dept or Office of the Legal Advisor contacted (if 
applicable) 

 

Abuse Prevention Training Courses - Employees 

Creating Safe Spaces  Children  Youth Vulnerable Adults  

Creating Safe Spaces Vulnerable Adults  

Creating Safe Spaces at Camp Overnight Camp  Day Camp  

Creating Safe Spaces  Refresher  Children  Youth Vulnerable Adults  

Creating Safe Spaces  Refresher  Children  Youth Vulnerable Adults  

Creating Safe Spaces  Refresher  Children  Youth Vulnerable Adults  

Confirmation of Completion on file and Corps/Ministry Unit  

Abuse Prevention Training Courses – Volunteers  

Abuse Prevention Training for Volunteers – All Vulnerable People  

Abuse Prevention Training for Volunteers – Children and Youth  

Abuse Prevention Training for Volunteers – Vulnerable Adults  

Abuse Prevention Training for Volunteers – Preventing Abuse at Camps  

Abuse Prevention Training for Volunteers – Yearly Refresher  

Abuse Prevention Training for Volunteers – Yearly Refresher  

Abuse Prevention Training for Volunteers – Yearly Refresher  
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Abuse Prevention Policy / Resource Manuals 

Abuse Prevention and Response Policy Manual given to Applicant  

Acknowledgement of Abuse Prevention and Response Policy Manual Signed 
and Submitted to Ministry Unit 

 

Reference Checks 

Reference Checks Completed and recorded  

Previous Corps/Church youth work experience checked, and contact recorded  
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2. Resource Manual #2: Statement of Applicant to Work with Children, Youth and 
Vulnerable Persons 

A copy of this should be kept on file at the ministry unit.  

Applicant’s name should be forwarded to divisional headquarters or the applicable THQ 
department. 

References should be contacted and documented 

This can also be accessed through Workday for officers/employees and the Volunteers 
Services Onboarding for volunteers 

(see next page) 
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Statement of Applicant for Work with Children 
Youth and Vulnerable Persons 

Confidential 

 

 

 

Canada & Bermuda 
Territory 

 

Applicant Name  

Last   First   Middle 

 Date 

Statement of Applicant Completed  

Abuse Prevention Training Completed  

Criminal Record Check  

Acknowledgement of Abuse Prevention Policy and Response Manual  

Standards of Practice Form  

 

It is essential that The Salvation Army provide a safe and secure environment for children, youth, and 
vulnerable persons who participate in its programs and who use its facilities.  To help achieve this 
objective, this Statement will be completed by: 

(a) Candidates to serve as officers. 

(b) Officers and ministry unit leaders who may, by virtue of their responsibilities, be in proximity to 
children, youth or vulnerable persons in Salvation Army (TSA) program activities. 

(c) Applicants for employment and volunteer positions in TSA (including local Officers) which 
involve ongoing contact with children or youth or vulnerable persons. 

(d) Applicants for employment and volunteer positions, who may, by virtue of their job 
responsibilities, be in proximity to children, youth or vulnerable persons in TSA program 
activities. 

Personal Information 

Name  

Last      First      Middle 

Other 
Surnames 

  

Address  

Number  Street/Ave   City   Prov/Terr   Postal Code 

Phone    

Work Mobile Home 

Training For Work with Children and Youth or Vulnerable Persons 

List formal education and on-the-job training. Briefly describe the extent and nature 
of this education/training and identify the institution which provided this 
education/training. Those in category (d), described above, are not required to 

  I am in category (d) 
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answer this question. If you are in category (d), please mark an “x” in the checkbox 
and proceed to the questions on the next page. 

Education 

School/Institution Level 
Completed 

Date of 
Completion 

Certificate/Degree 

    

    

    

    

Relevant Job Training 

Job Title Describe relevant training completed 

  

  

  

  

Job Reference 
Contact 

  

First  Last  Name Job Title 

  

Email Address Phone Number 

Job Reference 
Contact 

  

First  Last  Name Job Title 

  

Email Address Phone Number 

Prior Work with Children, Youth or Vulnerable Persons 

List all positions which you have held as a volunteer or an employee, that involved working with 
children or youth or vulnerable persons. Provide the name of each organization; indicate the 
approximate dates during which you held each position; and identify your reason for leaving each 
position. 

Organization Start Date 
Month, dd, yyyy 

End Date 
Month, dd, yyyy 

Reason for leaving 

    

    

    

    

Job Reference 
Contact 

  

First  Last  Name Job Title 
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Email Address Phone Number 

Job Reference 
Contact 

  

First  Last  Name Job Title 

  

Email Address Phone Number 

Criminal Record 

Have you ever been convicted of an offense which involved the abuse or 
endangerment of a child or youth or vulnerable adult?  (You may answer ‘No’ 
if you were convicted of an offense for which pardon was granted under the 
Criminal Records Act – Canada). 

If yes, provide details of all convictions below. 

  Yes     No 

 

Authorization 

1 I hereby authorize The Salvation Army to conduct whatever searches it deems necessary, 
including a Police Records Search, to confirm that the information set out above is accurate and 
complete. 

2 I hereby authorize The Salvation Army to conduct a search of all Abuse Registries in Canada to 
confirm that I am not listed as a child abuser. 

3 I hereby agree that, immediately upon request, I shall provide The Salvation Army with whatever 
consents and authorizations it requires to conduct the searches that are contemplated in 
paragraphs 1 and 2 above. 

4 I hereby agree that, immediately upon request, I shall provide The Salvation Army with whatever 
consents and authorizations it requires to conduct the searches that are contemplated in 
paragraphs 1 and 2 above. 

Signature 

Applicant 
Name: 
Please Print 

 

First   Initial  Last 

Applicant 
Signature: 

  

dd-mm-yyyy 
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3. Resource Manual #3: Abuse Prevention Training 

3.1. Abuse Prevention Training for Employees/Officers 

TSA employees and officers can access the training courses through their 
Workday accounts. The courses to be completed include: 

 Creating Safe Spaces  Children  Youth  Vulnerable Persons (completed by 
everyone) 

 Creating Safe Spaces  Children  Youth  

 Creating Safe Spaces at Camp  Overnight Camp  Day Camp  

 Creating Safe Spaces  Vulnerable Adults  

 Creating Safe Spaces  Refresher (completed each following year) 

3.2. Abuse Prevention Training for Volunteers 

Volunteers with TSA will need to complete the following courses depending on 
the ministry they are supporting. Links to course videos and quizzes are to be 
forwarded to the volunteer and tracked by the local ministry unit/corps lead. The 
courses include: 

 Abuse Prevention Training for Volunteers - All Vulnerable People (completed 
by everyone) 

 Abuse Prevention Training for Volunteers - Children and Youth 

 Abuse Prevention Training for Volunteers - Vulnerable Adults 

 Abuse Prevention Training for Volunteers - Preventing Abuse at Camps 

 Abuse Prevention Training for Volunteers - Yearly Refresher (completed each 
following year) 
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4. Resource Manual #4: Standards of Practice for Working with Children, Youth, 
and Vulnerable Persons 

A copy of the signed standards of practice should be kept on file at the ministry unit and 
in the personnel file of the employee/volunteer. 
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Operating Form 
Canada and Bermuda Territory 

 

Form 
Acknowledgement - Standards of Practice for Working with Children, Youth, 
and Vulnerable Persons 

Policy Abuse Prevention and Response OP Number HR 06.001 

 
The Standards of Practice outlines specific requirements of personnel as we strive to 
accomplish our mission together. 

The Salvation Army is committed to creating an environment that is safe, nurturing, 
empowering, and that promotes growth and success. No form of abuse will be tolerated; and 
confirmed abuse may result in immediate dismissal from involvement with children, youth, 
and vulnerable persons within The Salvation Army. The Salvation Army will fully co-operate 
with authorities if allegations of abuse are made that require investigation.  

1. Children, youth, and vulnerable persons will be treated with respect at all times. 

2. Children, youth, and vulnerable persons will be treated fairly regardless of ancestry, 
race, gender, sexual orientation, age, disability, creed or religion. 

3. Staff, volunteers, and leaders will follow Salvation Army policies regarding contact with 
children, youth, and vulnerable persons outside of Salvation Army programs. 

4. Staff, volunteers, and leaders will adhere to uniform standards of displaying affection as 
outlined in this manual. 

5. Staff, volunteers, and leaders will avoid affection with children, youth and vulnerable 
persons that cannot be observed by others. 

6. Staff, volunteers, and leaders will not use profanity or tell off-colour jokes. 

7. Staff, volunteers and leaders will not discuss with or around children, youth or vulnerable 
persons any conversation about their personal sexual encounters or involve them in 
their personal problems or issues." 

8. Staff, volunteers, and leaders will not date or become romantically involved with 
children, youth, and vulnerable persons. 

9. Staff, volunteers, and leaders will not use or be under the influence of alcohol or illegal 
drugs in the presence of children, youth, and vulnerable persons.   

10. Staff, volunteers, and leaders will not have sexually oriented materials, including printed 
or online pornography, on Salvation Army property. 

11. Staff, volunteers, and leaders will not have secrets with children, youth, or vulnerable 
persons. 

12. Staff, volunteers, and leaders will not stare at or comment on the body of a child, youth, 
or vulnerable person. 

13. Staff, volunteers, and leaders will not engage in inappropriate electronic communication 
with children, youth, or vulnerable persons. 
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14. Staff, volunteers, and leaders are prohibited from working one-on-one with a child, 
youth, or vulnerable person in a private setting. Staff, volunteers, and leaders will use 
common areas when working with an individual child, youth, or vulnerable person. 

15. Staff, volunteers, and leaders will not abuse a child, youth or vulnerable person in any 
way including (but not limited to) the following:  

 Physical abuse: hitting, spanking, shaking, slapping, unnecessary restraints 

 Verbal abuse: degrading, threatening, cursing 

 Sexual abuse: inappropriate touch, exposing oneself, sexually oriented 
conversations 

 Mental abuse: shaming, humiliation, cruelty 

 Neglect: withholding food, water, shelter 

16. Children and youth are prohibited from engaging in the following:  

 Hazing 

 Bullying 

 Derogatory name-calling 

 Games of Truth or Dare 

 Ridicule or humiliation 

 Sexual activity 

17. Staff, volunteers, and leaders will report concerns or complaints about other personnel, 
other persons or youth to a supervisor or the Territorial Abuse Advisor at 
nancy.turley@salvationarmy.ca. 

18. Staff, volunteers, and leaders will report allegations or incidents of abuse to the proper 
provincial/territorial authority. Please refer to the applicable provincial/territorial 
guidelines regarding mandated reporting. If there are questions or concerns, please 
contact the Territorial Abuse Advisor at nancy.turley@salvationarmy.ca. 

19. Staff, volunteers, and leaders who work in proximity to children, youth, and vulnerable 
may not have been involved in or convicted of child abuse, indecency with, a child or 
injury to a child, youth or vulnerable person.  

Acknowledgement 
Standards of Practice for Working with Children, 

Youth, and Vulnerable Persons 
By signing this acknowledgement, I am indicating that I have read, understood and agree to 
comply with the Standards of Practice for Working with Children, Youth, and Vulnerable 
Persons. 

   

First Last 
Print Name 

Signature Month, dd, yyyy 
Date Signed 
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5. Resource Manual #5: Emergency Contact Information Cards 

The emergency contact information should be kept at the ministry unit in a confidential 
file in the event of an emergency. 
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Emergency Contact Information Card 

Student’s Name:  

Parent / Guardian’s Name:  

Home Phone Number:  

Emergency Contact 
Number: 

 

Known Allergies  

Family Physician:  
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6. Resource Manual #6: Salvation Army Media Release Form 

Refer to CM 04.002 Digital Media policy for a copy of FRM Media Release Form - 
Audio-Video-Photo form. 
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7. Resource Manual #7: Resources for Off-site Activity 

7.1. Off-Site Tips Sheet 

 Give the event details including date of event, departure and arrival times, 
location, supervising adults and ministry leader approval to parents well in 
advance of the date and request consent forms from them. 

 Secure an emergency contact information card for each participant and bring 
them with you. 

 Leave a list of trip participants at the church office. 

 Leave a contact number for the person in charge of the event at the church 
office. 

 Leave a contact number for the destination at the church office. 

 Communicate the nature of the trip to parents and ensure that consent has 
been given for each participant. 

 If drivers are used, make sure that the proper consent forms have been filled 
out. 

 If location changes unexpectedly, ensure this is communicated clearly to 
parents/guardians. 

 Print on ministry unit letterhead 

The off-site information form should be kept on file by the corps officer or 
department head. This form should be filled in by the group leader. 
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7.2. Off-site Planning Activity Sheet 

This form will help to ensure that all considerations have been given to off-site 
activities at the ministry unit. 

Off-Site Planning Activity Checklist 

1  Specific location of the off-site activity (e.g., 
The Children’s Museum). 

 

2  Name of the primary contact at the off-site 
location (e.g., Mary Smith, director of group 
sales at the Children’s Museum). 

 

3  Address and telephone number for the 
location. 

 

4  Parent permission sheet attached to this 
document for review. 

 

5  Name and cellphone number of the 
supervisor for the off-site activity. 

 

6  The staff-to-youth ratio for the trip and 
names of all who will be attending. 

 

7  Required attire for staff and youth during 
the off-site activity. 

 

8  Amount of time required for the off-site 
activity. 

 

9  Estimated departure time and estimated 
return time. 

 

10  Method of transportation.  

11  Completed seating chart attached.  

12  Overall supervision guidelines for location 
(staff will be assigned groups of youth to  
monitor throughout the trip, staff will monitor 
youth in “zones,” etc.). 

 

13  Location of restrooms/locker rooms at off-
site location. 

 

14  Cost of the activity.  

Last Minute Checklist  

1  All permission sheets returned and 
compiled for the off-site activity (youth 
cannot participate without a permission 
slip). Staff must take permission slips to the 
off-site activity to ensure correct parent 
contact information. 

 

2  Roll sheets printed and distributed to all 
staff for all youth attending the off-site 
activity. 

 

3  All required staff present.  

4  All staff and youth are in approved attire.  
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7.3. Off-Site Activity Information Form 

 

Off-Site Activity Information Form 

Item Details 

List activity leader  

List who will be involved in the activity  

List the activity  

Location of activity  

Activity started and end date and time  

List names of adults who will provide 
supervision 

 

Activity Leader’s Declaration 

I will ensure that each participant has a parental consent for this activity. I will 
not transport more individuals in any vehicle than is legally allowed according to 
passenger rating of the vehicle. 

   

First   Last 
Print Name 

Signature Month, dd, yyyy 
Date Signed 
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Trips and Off-Site Travel Form 

  
Group Destination 

  
Leader Name Mobile Number 

Departure Return 

Date  Date  

Time  Time  

ETA  ETA  

Driver’s Name  

Vehicle (make and license number)  

Participant’s Name Phone Number 
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7.4. Sample Off-Site Planning Activity Sheet 

This form will help to ensure all considerations have been given to off-site 
activities at the ministry unit. 
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Off-Site Planning Activity Sheet 

1.  Specific location of the off-site activity (e.g., The Children’s Museum). 

 _______________________________________________________________  

2.  Name of the primary contact at the off-site location (e.g., Mary Smith, director of 
group sales at the Children’s Museum). 

 _______________________________________________________________  

3.  Address and telephone number for the location. 

 _______________________________________________________________  

4.  Parent permission sheet attached to this document for review. 

 _______________________________________________________________  

5.  Name and cellphone number of the supervisor for the off-site activity. 

 _______________________________________________________________  

6.  The staff-to-youth ratio for the trip and names of all who will be attending. 

 _______________________________________________________________  

7.  Required attire for staff and youth during the off-site activity. 

 _______________________________________________________________  

8.  Amount of time required for the off-site activity. 

 _______________________________________________________________  

9.  Estimated departure time and estimated return time. 

 _______________________________________________________________  

10.  Method of transportation. 

 _______________________________________________________________  

11.  Completed seating chart attached. 

 _______________________________________________________________  

12.  Overall supervision guidelines for location (staff will be assigned groups of youth to 
monitor throughout the trip, staff will monitor youth in “zones,” etc.). 

 _______________________________________________________________  

13.  Location of restrooms/locker rooms at off-site location. 

 _______________________________________________________________  

14.  Cost of the activity. 

 _______________________________________________________________  

  



22 

Last-Minute Checklist 

1.  All permission sheets returned and compiled for the off-site activity (youth cannot 
participate without a permission slip). Staff must take permission slips to the off-site 
activity to ensure correct parent contact information. 

2.  Roll sheets printed and distributed to all staff for all youth attending the off-site 
activity. 

3.  All required staff present. 

4.  All staff and youth are in approved attire. 
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8. Resource Manual #8: Guidelines for Hosting and Billeting 

These guidelines are to be printed on ministry unit letterhead and given to the host 
homes. 

  



24 

8.1. The Salvation Army Billeting (Hosting) Guidelines  

The purpose of these guidelines is to ensure the safety, dignity, and well-being of 
young people staying in the homes of approved hosts ('billeting'). These 
guidelines aim to create welcoming, inclusive, and respectful home environments 
while safeguarding all participants. 

8.1.1. Host Screening and Approval 

All prospective hosts must: 

 - Complete a Host Application and Agreement Form. 

 - Be endorsed by their Pastor/Corps Officer 

No hosting will take place until the above steps are complete. 

8.1.2. Host Home Environment Standards 

Host homes must: 

 Be safe, clean, and well-maintained. 

 Provide a private sleeping space (not shared with unrelated adults). 

 Include access to a washroom/shower and clean bedding. 

 Be able to host at least two billets. No young people should be 
billeted alone. 

 Ensure that pastor/corps officer and billets are aware that there are 
pets in the home. 

 Have working smoke and carbon monoxide detectors. 

 Be free from illegal substances. 

8.1.3. Responsibilities of Hosts 

Hosts are expected to: 

 Offer reasonable supervision and ensure a responsible adult is 
present overnight. 

 Treat the young people with respect and kindness, as a temporary 
family member. 

 Provide an evening snack and breakfast when necessary.  

 Offer reasonable supervision and ensure a responsible adult is 
present overnight. 

 Maintain clear personal boundaries. 

 Respect the young people’s privacy and personal space.  

 Communicate any concerns, injuries, or incidents to the leaders 
immediately. 

 Contact the leader if the youth appears distressed, goes missing, or 
violates serious house rules. 
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8.2. Responsibilities of Youth Participants (ages 18 and under) 

Youth must: 

 Respect the host family, their rules, and property.  

 Communicate respectfully. 

 Abide by expectation laid out by your group leader. 

 Keep your room tidy and assist with minor chores if requested. 

 Refrain from alcohol, tobacco, drugs, or illegal activities. 

 Inform your group leader if you feel uncomfortable, unsafe, or experience 
conflict. 

 Do not invite guests or stay elsewhere without prior approval. 

8.3. Before Placement: 

☐ Group Leader shares Acknowledgment and Permission Form for Parents or 
Guardians and Emergency Contact Form. To be completed and kept on file 
during trip. 

☐ Billet Host completes the Host Home Billeting Application and Agreement 
Form. 

☐ Youth Participants (with Parents) complete the Billeting Behaviour 
Expectations for Youth Form. 
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8.3.1. Host Home Billeting Application and Agreement 

Host Home Billeting Application and Agreement  

Host Information: 

Full Name (s)  

Address  

Phone  

Email  

Names of household 
members 

 

Pets (type/breed)  

Accommodation Details 

Number of available rooms  

Bathroom access ☐ Shared ☐ Private 

 
Declaration & Agreement  
As hosts I/we agree to: 

o Provide a safe, clean, and welcoming environment for young guests. 

o Respect the young people’s privacy and personal space. 

o Maintain clear personal boundaries. 

o Treat the young people with respect and kindness, as a temporary family member. 

o Provide an evening snack and breakfast when necessary.  

o Offer reasonable supervision and ensure a responsible adult is present overnight. 

o Communicate any concerns, injuries, or incidents to the leaders immediately. 

o Contact the leader if the youth appears distressed, goes missing, or violates serious 
house rules. 

 
Host    

(Full Name) (Signature) (Date) 

Pastor/Corps 
Officer 

   

(Full Name) (Signature) (Date) 
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8.1. Billeting Behaviour Expectations for Youth Participants 

Billeting Behaviour Expectations for Youth Participants 

 
 
As a billet participant, I agree to: 

o Respect the host family, their rules, and property. 

o Communicate respectfully. 

o Abide by expectation laid out by your group leader.  

o Keep your room tidy and assist with minor chores if requested. 

o Refrain from alcohol, tobacco, drugs, or illegal activities. 

o Inform your group leader if you feel uncomfortable, unsafe, or experience conflict. 
o Do not invite guests or stay elsewhere without prior approval. 

I understand that not following these expectations may result in my removal from the event. 

Youth    

(Full Name) (Signature) (Date) 

Parent    

(Full Name) (Signature) (Date) 

 
 

(Give completed form to your group leader.) 
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9. Resource Manual #9: Sample Acknowledgment and Permission Forms for Parents 

or Guardians 

All forms are to be printed on ministry unit letterhead. 

Completed forms are to be kept on file at the ministry unit unless otherwise specified. 
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<Print on Ministry Unit Letterhead> 
 

Acknowledgment and Permission form 
for parents or guardians 

Name of Child  

Event    

Event Name Date Cost 

Event Details  

Type of 
Transportation 

 

Times   

Departure Return 

Pre-existing 
medical 
conditions 
including allergies 

 

Parent/Guardian’s Declaration 

I voluntarily agree to allow my child to participate in this event. By voluntarily allowing 
participation, I agree that I am exposing my child to inherent risks and hazards. I agree to 
accept all risks and hazards and be responsible for any injury or other loss which may 
occur during the participation of my child. I also authorize The Salvation Army to seek 
emergency medical treatment for my child in the event of injury. 

   

Parent/Guardian First   Last 
Print Name 

Signature Month, dd, yyyy 
Date Signed 
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10. Resource Manual #10: Sample Incident Report Form 

Completed forms are to be kept on file at the ministry unit unless otherwise specified. 
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Incident Report Form 

The incident report should be completed as soon as possible after the incident occurs 
and should include as detailed a description of the situation as possible. 

Name of 
Child/Youth 

  

First  Middle Int  Last Phone Number 

Address  

Number  Ave/Street  Town/City  Prov/Terr 

Incident   

Date Time 

  

Location Event 

Leaders 
Present 

  

First  Middle Int Last First  Middle Int Last 

  

First  Middle Int Last First  Middle Int Last 

Description of 
Incident 

 

Reason/ 
Explanation  
for Incident 

 

Action Taken  

Parents or 
Guardians 
Contacted 

☐ Yes  ☐ No 

Report Completed By 

   

Leader First   Last 
Print Name 

Signature Month, dd, yyyy 
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11. Resource Manual #11: Screening, Selection Reference Checks 
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11.1. Screening and Selection Interview Questions and Practices for those Working 
with Children and Youth 

Behavioral Questions 

1. Why are you interested in this position? 

2. With what group of children would you prefer to work?  Why? 

3. Tell me about some of your hobbies or volunteer work. 

4. Tell me about a tie in your life when you had to quickly learn how to do 
something. What did you have to learn?  How did you learn it? Did you use 
the new information? 

5. Often in school or work, we are expected to adhere to policies that don’t 
really make sense to us. Tell me about a time when you had to stick to a 
rule, even thought it didn’t seem reasonable.  How did you handle this 
situation? 

6. Give me an example of a time when a child or vulnerable person really tried 
your patience. Tell me what happened. How did you respond to the 
situation? 

7. Describe the two most frustrating situations you have ever had to deal with 
involving children and how you handled them. 

8. Have you ever abused or molested a child?  Have you ever been accused of 
abusing or molesting a child? 

9. Describe a time when you were personally supportive and reassuring to a 
person who needed a friend. How did you know that person was in need?  
How did you show support? 

10. Tell me about a time when someone commended you for your good 
judgement and common sense.  What was the situation and how did you 
handle it?  

Questions to Ask Professional References 

1. We are looking for someone who will adhere to the standard policies of our 
organization.  How would you rate the applicant’s ability follow policies and 
procedures? 

2. How would you rate the applicant’s ability to relate to children? 

3. Can you give me an example of how the applicant relates to children? 

4. In what types of situations have you observed the applicant not working well 
with children (becoming frustrated, angry, resentful or non-productive)? 

5. How would you rate the applicant’s ability to maintain appropriate 
boundaries with children? 

6. How would you rate the applicant’s ability to use good judgment in stressful 
conditions? 

7. Are you aware of any reason why we should not allow the applicant to work 
with the children we serve? 
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11.2. Reference Checks 

Questions to Ask Personal References 

1. How long have you known the applicant? 

2. What is your relationship to the applicant? 

3. How would you rate the applicant’s ability to work with & relate to children? 

4. Can you give me an example of how the applicant relates to children? 

5. How would you rate the applicant’s ability to be patient and stay calm? 

6. Have you ever known the applicant to use harsh or abusive discipline with a 
child? 

7. Would you be comfortable placing one of your loved ones in the care of 
applicant? Why or why not? 

8. What are the applicant’s hobbies and recreational activities? 

9. How would you rate the applicant’s ability to relate to adults? 

10. How would you rate the applicant’s ability to be genuinely supportive and 
understanding to a person in need? 

11. How would you rate the applicant's ability to maintain appropriate 
boundaries with children? 

Before reference checks: 

 Ensure you receive the right types of references. 

 Review the list of references with the applicant. 

 Give applicant a deadline for contacting references. 

 Inform the applicant that he/she is responsible for making sure references are 
willing to talk with you. 

During reference checks: 

 Use a standard reference form for each call but be sure to modify questions 
so that you can learn about the specific experiences the reference has had 
with the applicant. 

 Be friendly and always treat the references with respect. They will feel more 
comfortable in the hands of a professional. 

 Take notes and write short quotes to prompt your memory. 

After reference checks: 

 Review and elaborate upon your notes. 

 Note areas of concern or questions to be clarified with other references on the 
applicant. 
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11.3. Script for Telephoning Applicant’s References 

 

“Hello, this is << your name>>, calling from << your church>>. 

<<name of volunteer>> has applied to be a volunteer in our children’s/youth 
ministries and has indicated on their application that you might be willing to act as 
a personal reference. We have a program in our church called “Plan to Protect” 
which is designed to protect our children and youth as well as our volunteers. We 
do a reference check on all our volunteers working in our ministries. 

May I ask you a few questions? 

1. How long have you known <<name of volunteer>>? In what capacity? 

2. What are his/her strengths? Weaknesses? 

3. What type of person is <<name of volunteer>>? How do they relate to others, 
especially children and youth? 

4. How does <<name of volunteer>> respond to supervision? 

5. Is there any conduct you have observed that you would call into question? 

6. Would you describe <<name of volunteer>> as someone who follows through 
with commitments he or she makes? 

7. Do you have any concerns with <<name of volunteer>> working with children 
or youth in any of our ministries? 

Thank you for your time. We really appreciate it.” 

 

Record all information (using the back if necessary) during or immediately following 
the call, keep notes in a confidential and secure location, and return them promptly 
to your supervisor. 
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12. Resource Manual #12: Sample Monitoring Checklist for TSA Programs 
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Monitoring Checklist for Salvation Army Programs 

1. Vary your observation times. Don’t develop a predictable pattern of observation. Drop 
in at different times each day. Occasionally leave and come back immediately.  

2. Arrive before personnel. This gives you an opportunity to check punctuality and the 
routine that personnel follow to prepare for the youth to arrive. 

3. Survey the physical area. Look for items that may provide a health hazard (e.g., broken 
glass on the playground, rusty corners on chairs, unapproved toys, etc.). 

4. Pay attention to the traffic flow. Are there parents of the youth in the program nearby? 
Are there other adults nearby? 

5. Watch activities. Are they planned and organized? Are the personnel actively involved?  

6. Observe washroom activities. Ask personnel how they handle washroom emergencies. 

7. Observe personnel and youth interactions.  

 Do personnel use the proper voice tone with youth? 

 Do personnel give praise to youth? 

 Do personnel follow the physical affection guidelines?  

 Appropriate = High fives, side hugs, verbal praise, etc. 

 Inappropriate = Frontal hugs, piggyback rides, carrying youth, etc. 

 Do personnel know the youth by first and last names? 

 Do personnel listen to the youth when they make reports? 

 Do personnel sound enthusiastic? 

 Do personnel set limits and boundaries? 

 Do personnel interact with all of the youth? 

 Does a staff or volunteer pay undue attention to any particular youth? 

8. Observe personnel interactions.  

 Do personnel pay more attention to the youth than to each other? 

 Are personnel spread out and monitoring the entire facility? 

 Are personnel following the appropriate washroom procedures? 

 Do personnel know who is supervising which youth? 

 Do personnel communicate to each other when one must leave the area? 

 Do personnel use polite voice tones with one another? 

 Do personnel share responsibilities at the program? 

9. Observe personnel and parent interactions.  

 Do personnel greet the parents? 

 Do personnel know the parents by name? 

 Do personnel provide adequate information to the parents? 
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 Do personnel ask the parents if they have any questions? 

 Do personnel spend too much time with any particular parent? 

10. Take youth aside (but stay within view) and ask them questions, such as: 

 How do you like coming here? 

 What kinds of things do you do when you are here? 

 Is the (title of staff or volunteer) nice to you? 

 Have you ever been hurt here? 

 Has anyone ever been mean to you here? 

11. Ask parents questions, such as: 

 Are you satisfied with the care your youth is receiving here? 

 What can we do to make it better? 

 Does your youth ever say anything about his or her (title of staff or volunteer)? 

 Has your youth’s (title of staff or volunteer supervising their youth) ever contacted you 
or your youth about anything other than the program? 

 Do you ever have a chance to observe your youth here? 

 What does your youth say about the time he/she spends here? 

12. Ask personnel how they would respond to “what if” situations that you describe, 
such as: 

 A youth is left after closing? 

 A youth falls, hits her head and is unconscious? 

 Another staff or volunteer shakes a youth for hitting another youth? 

 A parent confides in you that she thinks another staff or volunteer is a child molester? 

13. Keep records of your visits including your arrival and departure times, which youth and 
parents were present and a summary of the information you collected. Provide personnel 
with feedback about your visits. 

 


