
E P I S C O P A L  D I O C E S E  O F  W E S T  V I R G I N I A  

P E T E R K I N  C A M P  A N D  C O N F E R E N C E  C E N T E R  

 

 

 

 

 

 

 

 

 

2012  C A M P  M A N U A L  



 
 

I N T R O D U C T I O N  
 
The success of any one-week summer church camping program is directly related to the dedication and 
effort put forth by the camp leadership, full time summer staff, and year-round camp staff.  In 
particular it is recognized that the time required of camp leaders is significant and is considerably more 
than just the week of camp.  In the past each camp leader has more or less been “on their own” with 
respect to the planning and execution of their particular camping program. 
 
This document has been put together to provide both guidance and guidelines for camp leaders to aid 
in planning for a successful and rewarding camping experience for both the campers and the camp 
leadership.  It is a resource document for all persons involved in the summer youth camp program at 
Peterkin.  It is also hoped that by having this type document readily available that the stress level 
associated with leading and/or participating in a camp will be significantly reduced. 
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S U M M E R  C A M P  S T A F F  
 
 

 
 
 
The Executive Director of Peterkin has overall responsibility for all aspects of the operation of Peterkin 
including the summer camps.  As shown he/she is the direct supervisor for the permanent staff 
including administration, food service, maintenance, and housekeeping.   
 
The Summer Program Director(s) is/are directly responsible for the content and conduct of the 
Peterkin summer camping program.  This person(s) has the direct responsibility of obtaining and 
supervising the summer staff including the music coordinator, camp counselors and counselors-in-
training.  As shown in above, all persons involved directly with the youth summer camping program 
report through the Summer Program Director.  
 
In general, to help ensure that all are fully informed and that there is no breakdown in communications, 
the normal reporting chain of command as shown above should be followed.  
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T H E  W E E K L Y  P R O G R A M  L E A D E R  
 
The key to success of each camp program lays with each camp’s leader and his/her staff.  The Weekly 
Program Leader is responsible for supervision of all classes and worship services and consults with the 
Summer Program Director with respect to personnel and discipline problems within his/her camp.  
Each Weekly Program Leader is responsible for obtaining the adult camp support staff.  The number 
of persons required for each camp varies with the size of the camp and should be coordinated in 
consultation with the Summer Program Director who will also be available to assist in their recruitment.   
 
 

1. Please note that diocesan policy requires the diocesan office approve all summer camp staff.  
This includes counselors, weekly program leaders, adult program staff, Counselors-in-Training, 
Healthcare Provider, etc.  Therefore, camp leaders are requested to have their staff selected and 
their names submitted to the Diocesan Youth and Young Adult Ministries Office by April 15 
for approval by the diocesan office. 
 

2. Weekly Program Leaders are selected on an annual basis by the Diocesan Youth and Young 
Adult Ministers, in consultation with the Summer Program Committee and the Diocesan 
Office. 

 
3. Weekly Program Leaders are asked to submit a final schedule; camp supplies list and 

lesson plans to the Summer Program Director at least two (2) weeks before the 
beginning of his/her camp.  Peterkin will purchase all needed supplies for a particular camp. 
If you choose to purchase your own materials, please obtain a tax exempt form from Daisy 
McBride.  

 
4. The Weekly Program Leaders are expected to arrive the day before camp is to open. The 

Program Staff and volunteering at that particular camp are also expected to arrive the day 
before camp opens.  After arrival of the leaders and support staff, a planning meeting should be 
scheduled for Saturday evening with the Summer Program Director(s). 

 
5. Sunday morning is used to meet with the Counselors and Program Staff. Generally, Eucharist 

or Morning Prayer will begin at 10:00, followed by a meeting between the Summer Program 
Director(s), the Program Staff, the Counselors, and the CITs. 

 
6. On opening day the Weekly Program Leader should be at the registration site and personally 

greet each parent and invite them to the closing Eucharist. Registration will not begin until 
2:00pm.  The rest of the Counselors and Program Staff will be assigned to various points, 
(registration, lodges, pool, etc.) where they too, can greet parents. They should be easily 
identified as camp staff. 

 
7. The Weekly Program Leader will meet daily with the Program Staff and Counselors each day 

during morning lodge clean up.  The focus of this time will be to finalize program issues for the 
next 24 hours. 

 
8. There will be a set time for Program Staff to meet daily. This time can be used as needed to 

prepare for upcoming launch sessions. The Program Staff is asked to be present with campers 
as much as possible. Youth ministry and formation is relational by nature, and the program staff 
is expected to actively engage with our campers as much as possible.  
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9. At the end of camp (dismissal of campers will generally be by 11:00am), the Weekly Program 

Leader must be the LAST TO LEAVE. It is important to stay until the end and once again 
speak to as many parents as possible.  If possible the leader should try to have something to say 
to each parent personally about his or her child. This is a PR task. He/she should finally check 
over the camp and check out with the Summer Program Director. The Weekly Program Leader 
and Program Staff should stay for a wrap-up meeting and evaluation with the counselors during 
lunch on the day of dismissal. 

 
10. It is imperative that the camp leader and Summer Program Director be clear in what is expected 

of each person.  Clarity of roles will significantly reduces miscommunications, reduce tensions, 
and in general contribute to a rewarding camping experience for all. 
 

11. The Weekly Program Leader agrees to abstain from the consumption of alcohol (on and off 
grounds) for the duration of the camp he/she is serving.  
 

12. The Weekly Program Leader must have completed Safeguarding God’s Children training, have 
an annual criminal history and sex offender registry check, and diversity training (diversity 
training to begin in 2013). 
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W E E K L Y  P R O G R A M  S T A F F  
 
A vital part to the success of any camp program is the adult Program Staff.  The Weekly Program 
Leader, in consultation with the Summer Program Director (s), chooses this team. While this position is 
voluntary it is not a time for rest and relaxation; it is a time for hard work, mentoring, and in general 
being highly visible at all times. The Program Staff is expected to be available during all waking hours. 
In addition to Launch, the afternoon and evening times should be spent with the campers.  Meals 
should be spent sitting individually with a table of campers.  Specific items of note are given below. 
 

1. The Program Staff is expected to arrive the day before camp and to attend the meeting with the 
Summer Program Director and Weekly Program Director. They are expected to be a part of the 
team building Eucharist the morning that their camp begins. 

 
2. On registration day, Program Staff will be assigned to a visible spot (check in, lodges, etc.) to 

greet parents during the check in period.  The purpose is to make all welcome and to help put 
first time campers and their families at ease and to make them feel very welcome. 

 
3. The Program Staff is responsible for providing primary leadership for Launch.  Additionally, 

they are expected to work with the camp counselors in small groups and other morning 
activities.   Depending on circumstances, they may either provide leadership for a small group 
discussion or act as a resource for small group discussions. 

 
4. In consultation with the Weekly Program Leader and the Summer Program Director, Program 

Staff may be expected to take responsibility as a spiritual advisor to a lodge.  This responsibility 
includes attending hall prayers and being available a short time after lights are out. 

 
5. The Program Staff is expected to come to camp with ideas for afternoon elective times.  Camp 

Counselors normally will have a portion of this time off.  Therefore, Camp Support Staff and 
CIT’s will be responsible for some elective opportunities.  This is one of the ways the Camp 
support staff has the opportunity to spend time with the campers in a social or active position. 
 

6. The Weekly Program Staff agrees to abstain from the consumption of alcohol (on and off 
grounds) for the duration of the camp he/she is serving.  
 

7. The Weekly Program Staff must have completed Safeguarding God’s Children training, have an 
annual criminal history and sex offender registry check, and diversity training (diversity training 
to begin in 2013). 
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C A M P  C O U N S E L O R S  
 
The backbone of camp is the full-time summer camp counselors.  These persons are perhaps the ones 
that campers will associate with the most.  Much of what a camper takes away from the camping 
experience will be as a direct result of his/her interaction with the counselors.  It is an awesome 
responsibility not to be taken lightly.  Specific items of note are listed below. 
 

1. Counselors are individuals who have completed at least one (preferably two) year of college 
(exceptions may be made in extreme circumstances).  They are responsible for basic camp 
duties (mail, campfire setup, sacristy, water coolers etc.), supervision of campers in lodges and 
beyond, morning (small group) programming and discussions, staff meetings, one-on-one 
meetings with Summer Program Director, and being a role model for CIT’s and campers 

 
2. Counselors will be given time off between camps. They are expected be back in camp by 

10:00am on opening day for worship and a meeting with the new weekly program leader.   
 

3. Counselors are generally expected to be in the camper occupied lodges every night. Any 
exception must be at the direction of the Summer Program Director(s). At no time are campers 
to be by themselves in any lodge. 

 
4. The program office is open to all lodge counselors and counselors-in-training for use when that 

person is on break. 
 

5. Counselors will be expected to be in the lodges with the CIT’s. They will be expected to live in 
these lodges all summer, and will remain in their lodges after lights are out.  Counselors will 
attend a daily staff meeting.  During the daily staff meetings events of the past 24 hours will be 
debriefed, activities of the next 24 hours carefully planned, specific camper concerns will be 
addressed, and other matters discussed.  During this time, expectations should be 
communicated among counselors, the camp leader, and the Summer Program Director. 

 
6. In the eyes of campers, the authority of staff (CIT’s, Lodge Counselors, Program Staff, etc.) is 

equal.  At no time should the campers be aware that a problem exists between staff members. If 
such problems arise, the matter should be taken to the Head Counselor and/or Summer 
Program Director for resolution.  

 
7. Counselors will eat with campers and assist with table management.  

 
8. Counselors agree to abstain from the consumption of alcohol (on and off grounds) for the 

duration of the camp week(s).  
 

9. Counselors must have completed Safeguarding God’s Children training, have an annual criminal 
history and sex offender registry check, and diversity training (diversity training to begin in 
2013). 

 
10. Counselors will be observed within the first two weeks of camping season.  Each counselor will 

be evaluated in his or her work environment (i.e. in the lodges, during meal times, etc.).  The 
lifeguard, head counselor, and music director will have more extensive observations given their 
job criteria leaves more for them to have to do.   Once the observations take place, at the 
earliest convenience the observer can provide feedback to the counselor and offer constructive 
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criticism.  The counselor will not be made aware of when the observations take place, to help 
simulate a genuine work environment.  Also feedback will be provided on whether or not they 
are adequately satisfying Safeguarding guidelines. 
 

 
 

C O U N S E L O R S - I N - T R A I N I N G  ( C I T ’ S )  
 
Counselors-in-training are young people at least 16 years old, unless an exception is approved by the 
Executive Staff.  They are responsible for basic camp duties as per Counselor instruction, supervision 
of campers in and beyond the lodge, afternoon elective programming, staff meetings, one on one 
meeting with Head Counselor, role model to campers, and continuing education. CIT’s are, in general, 
one or two-week positions and their number will vary according to the needs of the individual camps 
and the number of young people applying to the CIT program.  
 
 

1.  CITs are not supplied for Family Camp, Camp Generations, Sr. Camp, MAD Camp, or the 
Hallelujah Hike.  

 
2. CITs will work alongside the camp counselors, doing many of the same things.  In lodge 

situations the camp lodge counselor is the lead counselor.  However, in the eyes of campers the 
authority of counselors (CITs, lodge counselors, program counselors) is equal.  At no time 
should the campers be aware that a problem exists between staff.  If such circumstances arise 
the matter should be taken to the Head Counselor for resolution.   

 
3. It is required that CITs arrive at Peterkin by the start of registration the day of the camp they 

are serving. If a CIT needs to arrive the night before camp, they will make arrangements with 
the Summer Program Director(s). 
 

4. CITs will engage in a daily check in session with the Summer Program Director(s) for ongoing 
training. 

 
5. CITs will be observed.  Each CIT will be evaluated in his or her work environment (i.e. in the 

lodges, during meal times, etc.).  Once the observations take place, at the earliest convenience 
the observer can provide feedback to the counselor and offer constructive criticism.  The 
counselor will not be made aware of when the observations take place, to help simulate a 
genuine work environment.  Also feedback will be provided on whether or not they are 
adequately satisfying Safeguarding guidelines. 
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PE R S O N N E L  PO L I C I E S  
 
Staff members will be expected at all times to:  

• act professionally with campers, staff and parents;  
• abide by regulations stipulated by aquatic, health, food service, program and executive directors;  
• maintain a willingness to ask for help, and as much as possible, a good sense of humor;  
• be positive role models;  
• practice respect, honesty and forgiveness;  
• affirm and live out all the Peterkin community values.   

 
When you are in a position of supervising campers, you are expected to:  

• supervise and remain with campers assigned to you at all times;  
• escort your campers to their activities and meals, as assigned;  
• encourage less enthusiastic campers;  
• assist program and activity leaders in maintaining discipline and focus;  
• participate and engage in all activities and games with your campers;  
• assist in maintaining order at meals, games and group programs;  
• join with your campers in singing at meals and Christian formation times;  
• supervise your campers during free time and evening activities, as assigned;  
• report any difficulties to your immediate supervisor before seeking senior staff support.  

 
Biblical Expectations 
Scripture teaches that certain attributes are available to individuals through the Holy Spirit. These 
attributes include “love, joy, peace, patience, kindness, goodness, faithfulness, gentleness, and self- 
control. Against such things there is no law.” (Galatians 5:22-24 NIV). This “fruit of the Spirit” is to be 
sought, encouraged, and demonstrated in our relationships. 
 
In contrast to encouraging these positive attributes of the heart, Scripture condemns attitudes such as 
greed, jealousy, pride, lust, and hatred. Although these attitudes are sometimes difficult to discern, they 
can hinder relationships with God and others and lead to unacceptable behavior. Certain behaviors are 
expressly prohibited in Scripture and therefore should be avoided by members of the Peterkin 
community. They include theft, lying, dishonesty, gossip, slander, backbiting, profanity, vulgarity 
(including crude language), sexual promiscuity, drunkenness, and immodesty of dress. In keeping with 
scriptural admonitions to bring ourselves under the authority of government, members of the 
community are expected to uphold the laws of the local community, the state of West Virginia and the 
nation. Behavior resulting in civil arrest on or off campgrounds may be grounds for termination of 
employment. 
 
In addition to subscribing to biblical expectations, members of the camp community voluntarily 
commit themselves to the following community covenant policies. This commitment results from the 
connection that these policies serve the good of the individual as well as the camp. These standards are 
not set forth as absolute or as an index of Christian spirituality but rather as expectations of this 
community. Because of the importance of trust in and responsibility to one another, violations are 
considered as a serious breach of integrity within the community. 
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Equal employment opportunity/code of mutual respect 
As an equal opportunity employer, Peterkin does not discriminate on the basis of race, color, religion, 
sex, sexual orientation, national origin, age or mental or physical disability. We strive to live in a 
community as people who seek to serve Christ in everyone, loving our neighbors and respecting the 
dignity of every human being. We expect that all staff members will foster a climate of acceptance, 
peace and respect to all members of the community. Discrimination or harassment regarding the above 
will not be tolerated and the offending staff member will be subject to dismissal. 
 
Staff training 
All staff are required to attend the paid staff training and will receive a staff manual. Peterkin will 
provide each staff member training that is specific to their individual job functions, including clear 
expectations for acceptable job performance. Attendance at staff training and meetings is mandatory 
and staff members are accountable for the information discussed. Any staff member who is late or 
absent from a staff meeting/training will be subject to the loss of one day’s pay and/or disciplinary 
action. 
 
Attendance – time off, absences and free time 
All residential counselors and activity staff are entitled to approximately one day off every week (when 
possible), one evening off per week, and one hour free of assigned responsibilities per day, when 
possible. All staff must remain at Peterkin at all times during their required hours. If for any reason a 
staff member must leave the grounds, they must notify and gain permission from the program director. 
Staff members who arrive late to required training or after returning from a night or day off will be 
subject to the loss of one day’s pay. Leaves of absence, such as family emergency or illness, will be 
handled on a case-by-case basis. Worker’s compensation insurance is carried by the camp for work 
related injuries/illnesses. 
 
Paychecks 
Direct-deposit paychecks are issued by the Episcopal Diocese of West Virginia on the 15th and 30th of 
each month, based on the contract amount. US Staff-Standard deductions will be withheld based on 
your W4 form designations.  
 
Performance Evaluations 
In an effort to empower staff to perform their best in all duties, performance will be evaluated 
informally by means of two observations during camp and a formal evaluation at the end of the camp 
season. An evaluation sheet will be included in staff training so that staff members are familiar with 
expectations. 
 
Christian formation 
Corporate worship, fellowship, and instruction are essential to our community. Therefore, all staff are 
expected to attend all worship services and staff meetings, etc. Regular attendance is understood as a 
mature response to our community goals. 
 
 
General appearance and dress 
As role models, staff members must wear closing that is safe, appropriate to the activity and respectful 
of the camp’s Christian values. Appearance of staff members is subject to camp standards. We want to 
make a good impression for the parents and we realize that generational differences in appearance 
impact how parents feel about the camp. The Peterkin image is described as a neat, clean, and modest 
appearance that will enhance a positive witness for Christ. Clothing choices should not distract from 
the mission of Christ. The following are expectations for all staff: 
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• Neat, clean personal appearance.  
• Shoes or sneakers must be worn at all times (except at the pool).  
• Sandals are not permitted in the field, court, challenge course, and on rough terrain.  
• Shoes and socks must be worn in the woods.  
• Have shirt on at all times. 
• Pants/shorts should not sag. 
• Pants’ butt should be free of writing on them. 
• Pajama pants or fuzzy slippers in lodge, only (sweat pants are acceptable in general public 

areas). 
• T-Shirt logos should be in good taste. (E.g., no Hooters, drugs, paraphernalia, or weapons) 
• Staff shirts to be worn the day of registration and last day of camp. 
• Tank tops should be high enough in front to hide cleavage. 
• No spaghetti straps 
• Midriffs should be covered 
• Shorts need to be long enough  
• Underwear of all kinds is not to be seen (bra straps, boxers, etc.) 
• The Directors reserve the right to ask a staff member to remove any jewelry or clothing which 

 may appear offensive, or represent a health or safety hazard.  
 
Language   
To foster an environment where youth feel safe, cared for and encouraged to take risks, derogatory or 
abusive language is not permitted anywhere near campers, parents/guardians or other minors. This 
includes sarcasm, name-calling, put-downs, harsh or unfair criticism, sexually inappropriate comments, 
nicknames or profanity (including playing or singing music with profane lyrics anywhere on camp 
property during camp sessions).  
 
Discipline and child abuse 
Peterkin provides a unique opportunity: to affirm children for their individual talents and differences; to 
help them develop skills; and to teach respect for oneself and others as children of God and part of 
Christ’s Kingdom. As role models, staff are responsible for a child’s emotional and physical safety. Staff 
training will cover behavior management, conflict resolutions techniques and special sessions offered by 
the Episcopal Diocese of West Virginia on diversity awareness and child abuse prevention. 

• Be a good listener, ensuring that all children feel listened to and all sides of a conflict are heard; 
give positive reinforcement; work for positive and shared solutions; offer prayer and 
inspirational stories.  

• Use techniques to help channel aggression; encourage and model collaboration, problem 
solving and team-building; use time-outs and removal of privileges when necessary; bring 
difficult situations to a senior staff for advice.  

• Always refrain from physical discipline (hitting, push-ups, field laps etc); ensure that physical 
fighting doesn’t occur between campers; refrain from derogatory or abusive language. Wrestling 
is not permitted on Peterkin property.  

• Avoid hurtful actions. Look for the positive. Avoid situations where you might react in anger; 
respond in kind to hurtful language directed toward you.  Physical abuse or neglect of any kind 
is forbidden, including inappropriate physical contact, forced physical exertion or deprivation of 
medical attention. Corporal punishment of campers is grounds for dismissal. Roughhousing, 
teasing and hazing of campers is forbidden. Sexual abuse of any kind, between campers and 
staff or staff and staff, including inappropriate touch or language (both direct and by innuendo), 
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disclosure of one’s personal sexual activities, any sexual activity or inappropriate relationships 
are forbidden and are all grounds for dismissal. 

  
Smoking, Alcohol and drug policy   
The community recognizes the danger to one's physical and psychological well-being in the use of 
certain products. Therefore, members of the community are to refrain from the use of tobacco in any 
form, alcoholic beverages, hallucinogenic drugs and substances (including marijuana) or narcotics not 
authorized by a physician. Under no circumstances are the above to be used, possessed, or distributed 
on or away from Peterkin during camp sessions. Staff members are expected not to abuse the use of 
legal substances. These are grounds for instant dismissal. We reserve the right to require random drug 
testing of any staff member. Peterkin has the right to search and seize any staff member’s belongings if 
necessary, with the staff member present, when the health, safety or wellbeing of the staff member, 
campers or others require it.   
 
Personal behavior   
Staff are role models for campers, therefore any sexual contact between staff members while at 
Peterkin is unacceptable and is grounds for dismissal. A public display of affection of a romantic or 
sexual nature among staff members is unsafe and unprofessional. Married couples are to show public 
displays of affection in their own homes and not in public places on Peterkin property. Sexual 
harassment of co-workers is unacceptable and is grounds for dismissal. The employee harassment 
policy, including steps to be followed in making a complaint, is outlined in the camp manual.  
 
Sleeping quarters and respect for privacy   
To ensure that Peterkin follows safe youth protection practices, staff members who do not enforce 
these guidelines are subject to dismissal: staff and Campers are only allowed in their own cabins; males 
only on the boys side and females only on the girls side. Staff members may only enter the camper 
cabin to which they are assigned on their gender side only. The only exception to this policy is senior 
staff members on official camp business. Staff are never allowed to be one-on-one with a camper 
(alone with a camper). Staff are to respect campers’ privacy in the bathroom and when changing 
clothes. Staff are required to change clothes in a private bathroom area or in their rooms with doors 
completely shut. Staff are never to be unclothed or to undress in front of a camper.  
 
Personal property and facilities 
Peterkin accepts no responsibility for any personal items on site, so staff are strongly urged to keep any 
valuables locked in the camp office. All staff are responsible for care of the buildings, facilities and 
equipment at Peterkin. Unauthorized use of camp tools, equipment or supplies is prohibited. Office 
phones are for camp use only. 
 
Personal vehicles 
Staff are able to have a personal car at camp with permission of the director. If the privilege is abused it 
can be removed at any time. Permission must be obtained prior to starting employment and the vehicle 
must be registered with the camp director and parked in the designated area. Staff may use their 
vehicles only to leave camp property on official time off and must follow sign-out procedures. No staff 
members may transport any passenger who is under 18 years of age. 
 
Place Apart – technology and entertainment 
In order to embrace the community and god’s nature at Peterkin, staff and campers are not to use 
personal technology – iPods, radios, headsets, internet, laptops etc. in front of campers at Peterkin. 
Staff supervising children, including night duty in the cabins, cannot be attentive to children’s needs 
and safety concerns when wearing headsets or are ‘somewhere else’ on technology. Cell phones are not 
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permitted in the cabins or program areas. The use of any technology while on duty will result in a 
written warning and/or dismissal. Peterkin will not be responsible for any lost, stolen or damaged cell 
phone or other electronic equipment. 
 
Weapons/fireworks/animals 
Peterkin is a safe place for staff and campers. Therefore, Weapons of any kind are not permitted. Staff 
who are found with weapons are subject to dismissal. Pets and animals of any kind are not allowed on 
camp property for the safety of campers and staff. 
 
Curfew 
In order for staff members to be alert and competent in their duties, and for campers to be supervised, 
all staff must be in their cabins throughout the night, unless given specific permission by program 
director(s). Counselors with campers must follow the camp schedule and be in their cabins for cabin 
devotions and quiet times. Senior staff will perform night checks throughout the night and any staff 
found out of cabins will be subject to warning/dismissal.  
 
Visitors 
Overnight guests are prohibited during camping sessions for the safety of campers. Visitors are not 
encouraged as it distracts from supervision of the campers. Any guests must be approved in advance by 
the camp director. 
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G E N E R A L  R U L E S  A N D  G U I D E L I N E S  
 
Registration 
Generally, registration runs from 2-4pm on the first day of camp. All staff (counselors, program staff, 
etc) are needed to help welcome campers and their families, and get them settled into their lodges.  
 
All staff should love their vehicles to the softball field for registration. No cars should go beyond the 
parking lot of Gravatt while campers are present (with the exception of Family Camp and Camp 
Generations, who may use vehicles to move belongings into the lodges).  
 
Registration will be conducted at Gravatt porch. Parents/Guardians should park in the Gravatt lot, or 
pull off the road leading to camp, making sure the way is clear for other vehicles.  
 
The Healthcare Provider should be available to go over medications and health concerns with 
parents/guardians. All medication (both campers and staff) must be turned in and stored in the 
infirmary.  
 
Staff will be available to help transport luggage to the lodges. 
 
If an expected camper has not arrived for registration by 5pm, the executive staff will attempt to 
contact them by phone. Two staff members (possibly including the Healthcare Provider) will be present 
for any calls made.  
 
Property Damage 
In the case of property damage to physical properties, the Camp Director in consultation with the 
Summer Program Director and the Program Camp Leader will meet with the appropriate person to 
determine any necessary restitution. 
  
Alcohol, Tobacco, and Drugs 
All state and federal laws will be enforced concerning alcohol, drugs, and cigarettes.  During summer 
youth camps, Peterkin is a no-alcohol environment. Adults of legal age may smoke in designated areas 
(across the old staff bridge) and must be out of view of campers at all times. No alcohol is to be 
consumed by any staff while camp is in session. This includes off property meals or excursions. 
Infractions of these policies will lead to dismissal from camp and will be handled by the Executive 
Director and the Summer Program Director.  
 
Family Camp and Camp Generations allow campers (age 21 and over) to consume alcohol in a discrete 
and responsible manner. More discussion will be taking place over the course of the next year to 
develop a specific alcohol policy for these camps. Note that all camp staff members are still expected to 
abstain from the consumption of alcohol at these camps, in accordance with our staff policies.  
 
Bicycles 
Staff and campers are expected to wear appropriate protective headgear at all time while riding a 
bicycle. Due to increased traffic during registration, bike riding is not permitted during this time. Bike 
riders should always be respectful of pedestrians.  
 
The Executive Staff reserves the right to limit bike-riding times as needed, or to revoke an individual’s 
bike riding privileges at their discretion. 
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Visitors/Intruders 
All visitors MUST report to the Executive Director upon arrival at camp. Any unescorted intruders 
should be reported to the Executive Director and/or the Summer Program Director(s) immediately.  
 
Staff and campers should generally not interact with unescorted visitors, beyond staff directing them 
where to find the Executive Director and/or the Summer Program Director(s). If necessary, move 
campers to a safe location. 
 
Camper Calls to/from Home 
The Summer Program Director(s) should be notified before any calls are made with, or on behalf of, a 
camper. All emergency phone messages will be delivered immediately, in writing, to the Summer 
Program Director who will decide the best way to proceed, in consultation with the Healthcare 
Provider and/or Clergy as appropriate.  
 
Camper Concerns (non-emergency) 
Discipline problems, illness, or other camper problems or situations, are to be handled by the Summer 
Program Director in conjunction with the appropriate staff member, counselor, or Healthcare Provider. 
Contact with parents, if necessary, will be initiated by the Summer Program Director. See section ??? 
for more information about staff and camper interactions.  
 
Since the Summer Program Director is ultimately responsible for all actions, he/she shall be kept 
informed of all discipline problems or situations.  Notify the Summer Program Director 
immediately when in doubt about anything. 
 
Camper Dismissal 
Campers should be released to their parent or guardian only, unless notice has been given, in writing, to 
the camp. Written notice needs to specify whom the parent or guardian is allowing to pickup their 
child(ren) from camp. Space for this is available on the camper registration form, or an additional note 
can be submitted. 
 
Peterkin will provide a standard camp evaluation form. The Summer Program Director is to ensure that 
every camp staff member, counselor, and camper fill one out and turn it in before leaving camp. 
Counselors should fill one out for each camp that they work. 
 
Athletic Shed 
The athletic shed is to remain locked at all times for safety.  The Summer Program Director(s), Head 
Counselor, and one assigned counselor will have an access key. 
 
 

Staff Skills Verification and Observation 
Counselors and Program Staff are required to demonstrate special skills related to any electives they will 
lead to Executive Staff prior to electives being offered.  Executive staff will occasionally observe 
sessions when special skills are being utilized to ensure that safety procedures/regulations are being 
enforced and will inform Counselors and Program Staff of their observations and findings at the 
earliest convenience.   

  



2012 Peterkin Camp Manual 15 

Campfire Safety 
• Paid staff may only start fires in the Campfire Pit or other authorized and prepared area; no one 

else may start fires and staff cannot start fires except in authorized locations and times. 
• Make sure there aren't any twigs, branches, or grasses nearby that could catch fire. The ground 

should be clear down to the dirt for five feet all the way around your pit. 
• The fire site should be away from low hanging brunches. In addition, the area surrounding the 

site should be cleared of other objects that can catch fire, such as papers, tents etc. 
• Do not step on the rocks around the fire pit – some are not stable so assume that none of them 

are! 
• Always keep a shovel or metal rake near the fire – use it to break up the fire at the end or in 

case you loose control of it. 
• Always have a hose (that is connected to a working faucet) at hand to rapidly extinguish fire – 

also, when available, have a fire extinguisher.  
• Always make sure that extra wood is kept at least ten feet away from the fire. 
• Never Leave a Fire Unattended!! This is the most important rule of all. Never leave your fire 

unwatched, even for a minute.  
• Always make sure that no campers get anywhere near the fire.  Their safety is the priority! 
• When it's time for bed, use the bucket and shovel to put your fire out with water and dirt. Make 

sure it's all the way out before you turn in for the night. It's better to put a lot of water on than 
not enough. Your fire pit will have plenty of time to dry out. 

• Pour lots of water on the fire, drown ALL embers, not just the red ones 
• Pour until hissing sound stops 
• Stir the campfire ashes and embers with a shovel 
• Scrape the sticks and logs to remove any embers 
• Stir and make sure everything is wet and they are cold to the touch 
• Return the hose to the chapel when finished 

 
  



2012 Peterkin Camp Manual 16 

E M E R G E N C Y  P R O C E D U R E S  
 
Our emergency procedures require the use of portable radios. It is important for the counseling staff, 
executive director, and summer program director(s) keep their radios charged and with them at all 
times. It is also important for these staff members to keep a roster of campers and room assignments in 
their possession at all times.  
 
The radios we use are professional quality, and are not a toy. If a radio is damaged or lost, it will be the 
responsibility of the person it was issued to replace it at his or her expense.  Communication over the 
radios should be limited to essential information only. During an emergency especially, it is important 
the communication be limited. 
 
The radios of the Executive Director and Summer Program Director(s) also have the capability to call 
911. If 911 is needed and a phone is not readily available, you can contact them on their radio and have 
them reach 911 for you.  
 
Counselors, the Executive Director, and the Summer Program Director(s) all receive first aid, CPR, and 
AED training. This provides them with the necessary skills to deal with most situations until EMS 
arrive.  
 
All injuries and emergencies should be documented immediately using camp provided forms. 
 
If it is necessary to contact a parent or guardian, only the summer program director and/or Executive 
Director should place the call. They may include the Healthcare Provider, clergy, or other staff at their 
discretion. 
 
At no time should campers or staff communicate with the media. All inquiries, no matter how 
innocuous, should be directed to the Executive Director. 
 
 
Fire Emergencies 
 
A fire drill will be conducted on the first evening of each camp session. Campfires will only be made in 
the fire pit near the chapel, and sufficient water will be kept on-hand to put it out.  
 
Anytime there is an uncontrolled fire:  
 

1. Immediately remove campers from the area/building. 
 

2. Send someone to call 911, and alert staff over portable radios 
 

3. All staff and campers should move to the designated rally point for all emergencies other than 
floods and tornados – the front of Gravatt porch. This is the default location, but if it is unsafe 
an alternate location will be given over the portable radios. 
 

4. Campers should gather in groups by their sleeping rooms. Once everyone in their sleeping 
room is present, they should sit down. Once all the sleeping rooms in a lodge are seated 
(present and accounted for), the counselors in that lodge should sit with them. 
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5. Weekly Program Staff will gather as a group. Once the Weekly Program Leader has verified 
they are all present and accounted for, they should be seated. 

 
6. The Executive Director will gather with all kitchen staff, Healthcare Provider, visitors, and 

maintenance staff. Once the Executive Director has accounted for all their staff and any 
visitors, they should be seated. 
 

7. The head Counselor will gather with all counselors that are not assigned to a specific lodge that 
week. Once the Head Counselor has made certain everyone is present and accounted for, they 
should be seated.  
 

8. Once everyone is seated, the Executive Director, Summer Program Director, and/or the head 
counselor will conduct a second check by roster to verify all campers are present.  

 
 
Tornadoes 
 

1. Two locations on camp have been designated as ‘safe areas’ for severe weather: The bathrooms 
of the lodges and the creekside hall of downstairs Gravatt. 
 

2. If there is a tornado watch or severe weather warning, campers and staff should move to their 
assigned living area and remain there until the executive staff notifies people that it is safe to 
leave.  
 

3. If there is a tornado warning or if weather becomes severe, staff and campers should move into 
the nearest ‘safe area’ until the executive staff notifies people that it is safe to leave. 

 
 
Missing Camper 
 

1. All staff and campers should move to the designated rally point for all emergencies other than 
floods and tornados – the front of Gravatt porch.  In inclement weather, an alternative location 
may be given. 
 

2. Campers should gather in groups by their sleeping rooms. Once every person from their 
sleeping room is present, they should sit down. Once all the sleeping rooms in a lodge are 
seated (present and accounted for), the counselors in that lodge should sit with them. 
 

3. The Executive Director or Summer Program Directors will gather information from staff and 
campers about the last place the missing camper was seen, what he was wearing, etc. 
 

4. The Executive Director or Summer Program Director will send staff in teams of 2 (with a camp 
radio) to search specific buildings/areas, starting with locations the missing camper is most 
likely to be. Teams should search areas thoroughly, looking in all rooms, bathrooms, closets, 
under beds, etc.  
 

5. If the missing camper is not found after an initial search of the camp grounds, law enforcement 
personnel and the parent/guardian will be notified. 
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Transportation and Car Accidents 
Only paid staff may transport campers.  When riding in a camp or staff person’s vehicle, all passengers 
must remain seated and wear a seatbelt at all times the vehicle is in motion. The safety checklist located 
in all camp vehicles must be observed and completed before vehicle is in motion.  Vehicles should 
never be loaded beyond the passenger-seating limit established by the manufacturer.  
 
All camp vehicles and personal vehicles being used to transport campers must have a first aid kit, fire 
extinguisher, and reflectors or flares.  
 
Any vehicle being used to transport a camper must first be checked with camp maintenance personnel, 
who will check to make sure the vehicle is in working order 
 
All drivers should have complete directions to the destination, in case they become separated in transit.  
 
People travelling in a wheelchair will only be transported in vehicles designed for restraining a 
wheelchair. 
 
No one under the age of 25 may drive camp vehicles or transport campers beyond the lodges (i.e. camp 
property beyond base camp). Paid staff under 25 may transport campers in their personal vehicles only, 
and then not beyond the lodges.  
 
When possible, 2 adults should be in each vehicle. The non-driving adult should deal with any maps, 
behavior issues, car sickness, etc. If a second adult is not in the vehicle, the driver should move off the 
road to deal with any issues.  
 
 If there is an accident: 
 

1. If possible, move everyone to a safe location, then call 911. Anyone with a suspected head or 
neck injury should not be moved, unless their life is threatened by remaining where they are. 
 

2. Provide emergency care, if needed, until EMS arrives. 
 

3. If possible, move vehicles out of traffic. If you cannot move the vehicle, use 
flares/cones/reflectors to warn oncoming traffic.  
 

4. Notify the Executive Camp Director or Sumer Program Director that you have been in an 
accident, and give them the names all campers and staff involved.  
 

5. Cooperate fully with EMS and Law Enforcement personnel.  
 

6. Exchange information with involved drivers. Be sure to get their full names, addresses, phone 
numbers, and insurance information. If possible, also get contact information of any witnesses. 

 
 
Pool Emergencies 
See Aquatics Section 
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Flash Floods 
1. All staff and campers should move to Prayer Hill. This is the default location, but if it is unsafe 

an alternate location will be given over the portable radios. 
 

2. Campers should gather in groups by their sleeping rooms. Once everyone in their sleeping 
room is present, they should sit down. Once all the sleeping rooms in a lodge are seated 
(present and accounted for), the counselors in that lodge should sit with them. 
 

3. Weekly Program Staff will gather as a group. Once the Weekly Program Leader has verified 
they are all present and accounted for, they should be seated. 

 
4. The Executive Director will gather with all kitchen staff, Healthcare Providers, visitors, and 

maintenance staff. Once the Executive Director has accounted for all their staff and any 
visitors, they should be seated. 
 

5. The head Counselor will gather with all counselors that are not assigned to a specific lodge that 
week. Once the Head Counselor has made certain everyone is present and accounted for, they 
should be seated.  
 

6. Once everyone is seated, the Executive Director, Summer Program Director, and/or the head 
counselor will conduct a second check by roster to verify all campers are present.  

 
Camp Evacuation 

1. All staff and campers should move to the designated rally point for all emergencies other than 
floods and tornados – the front of Gravatt porch. This is the default location, but if it is unsafe 
an alternate location will be given over the portable radios. 
 

2. Campers should gather in groups by their sleeping rooms. Once everyone in their sleeping 
room is present, they should sit down. Once all the sleeping rooms in a lodge are seated 
(present and accounted for), the counselors in that lodge should sit with them. 
 

3. Weekly Program Staff will gather as a group. Once the Weekly Program Leader has verified 
they are all present and accounted for, they should be seated. 
 

4. The Executive Director will gather with all kitchen staff, Healthcare Providers, visitors, and 
maintenance staff. Once the Executive Director has accounted for all their staff and any 
visitors, they should be seated. 
 

5. The head Counselor will gather with all counselors that are not assigned to a specific lodge that 
week. Once the Head Counselor has made certain everyone is present and accounted for, they 
should be seated.  
 

6. Once everyone is seated, the Executive Director, Summer Program Director, and/or the head 
counselor will conduct a second check by roster to verify all campers are present before leaving 
the camp grounds. 
 

7. If safety permits, a sign will be left on the door to the Executive Director’s office door with 
directions to the evacuation site. 
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A Q U A T I C S  
 
Lifeguards 
All lifeguards must have must have current Red Cross Lifeguarding, First Aid, and CPR certification (or 
the equivalent).  
 
Lifeguards are directly responsible for the safety and supervision of campers at all aquatic activities.  
 
 
Head Lifeguard 
In addition to the above, the head counselor will conduct periodic skill reviews and checks with the 
lifeguards. The Head Lifeguard should be at least 21 years of age, and have either 6 weeks experience 
supervising aquatics programs or have additional, appropriate certification from a recognized 
organization. 
 
 
Lookouts 
Lookouts are adults that are not certified lifeguards, but have been trained on our pool policies and 
procedures. A lookout must have current First Aid and CPR training. Lookouts assist with pool 
supervision, behavior problems, minor injuries, and non-swimming rescues. In an emergency, they can 
call 911, help clear the pool, conduct swim tests, and assist with crowd control while the lifeguard(s) 
perform any swimming rescues or advanced care.  
 
 
Pool Guidelines 
A lifeguard must be on duty at all times the pool is in use. 
 
One lifeguard must be present for every 25 people in the pool area (1 for 25 people, 2 for 50, etc). In 
addition, if there are 10 or more people in the pool, an adult staff member will be present to serve as a 
‘lookout’. An additional lookout will be on duty for each additional 25 people (2 lookouts at 35, 3 at 60, 
etc).  
 
Swimmers should have a ‘buddy’ that they remain with while at the pool. Lifeguards will perform buddy 
checks each quarter hour.  
 
All lifesaving equipment, including the backboard and rescue tubes, should be moved into the pool area 
before swimming is permitted.  
 
Toys are permitted in the pool, at the lifeguard’s discretion. Toys should be soft and not have edges 
that could harm a person or damage the liner of the pool. Floatation devices used with non-swimmers 
must not be inflatable. An adult should be in arm’s reach of any non-swimmer dependant on a 
floatation device at all times.  
 
Any persons in a wheelchair should not be strapped in if they are inside the pool fence.  
 
Whistles will be used sparingly and will be followed by relevant verbal or visual instruction, e.g. hand 
signals.   
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Swim Tests 
Campers should pass a swim test before moving into water deeper than their chest. To pass a swim test, 
a person should swim 2 widths of the pool (face can be in or out of the water) without major difficulty. 
Upon passing a swim test, the camper should be given a wrist band. If a wristband falls off or gets lost, 
they should take another swim test.  
 
 
Pool Rules 

1. 3 sharp whistle blows = clear the pool 
2 sharp whistle blows can be used to get another lifeguard or lookouts attention 
1 sharp whistle blow should be used to get a swimmers attention 

 
2. Walk at all times on the pool deck. 

 
3. Diving is not permitted. 

 
4. Use the Buddy System. 

 
5. Toys and other equipment must be approved of the lifeguards or management. 

 
6. Follow the instructions of the lifeguards at all times. 

 
7. Swimmers must have a wrist band to swim in water deeper than their chest level. See a lifeguard 

or lookout for a swim test. 
 

 
Peterkin Pool Emergency Action Plan 
 
Minor incidents or emergencies: Examples of incidents of this nature include a swimmer  slipping 
on poolside, a minor cut or bruise,  a distressed swimmer, and a simple reaching rescue.  Although 
routine, these situations may result in increased risk of a more serious incident if proper processes are 
not followed.  In order to ensure an appropriate response, the lifeguard, on becoming aware of the 
incident will follow the process below: 
 

1. The rescuing lifeguard will notify other pool staff that they have to respond to an incident 
by blowing two whistles. The rescuing lifeguard will then perform the appropriate rescue, 
according to their lifeguarding/first aid training 
 

2. Other pool staff will move to cover area or request additional assistance if necessary 
 

3. The injured person will be referred to appropriate location to be treated. When possible, 
basic first aid should be done by a lookout, allowing the lifeguard(s) to continue pool 
surveillance. 

 
4. Accident / Incident Report completed as necessary 
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Major Emergencies: These are life-threatening situations that must be handled immediately and 
appropriately, such as a near drowning, a head/spinal injury, or an unconscious swimmer.  In most 
cases, more than one member of staff will be involved in the rescue and care, thus requiring the pool to 
be cleared. The process for dealing with major emergencies is as follows: 
 

1. The rescuing lifeguard will raise the alarm by using the pool alarm, blowing three whistles 
and/or use of hand signals 
 

2. The rescuing lifeguard will initiate the appropriate rescue according to their lifeguard 
training 

 
3. The pool staff will cover the area vacated, assist the rescuing lifeguard, and/or evacuate the pool 

as necessary.  
 

4. If needed, pool staff will call 911 and begin evacuating the pool. If there are no other pool 
staff, the rescuing lifeguard should designate a bystander to do so. 

 
5. The lookout, another lifeguard, or bystander should use the radio to alert the Executive 

Director and/or the Summer Program Director. 
 
6. A member of staff will be assigned to meet the ambulance crew to brief them and escort 

them to the scene of the incident 
 
7. Responsibility is assigned to the ambulance crew once they start to treat the casualty  

 
8. The lifeguard(s) will ensure that safe levels of supervision are maintained for the duration of 

the incident and subsequent action 
 
9.  The lifeguard will ensure that all Accident / Incident Reports are completed and the 

necessary follow up action is taken. 
 
 
Head Injuries 
All head injuries will be treated as serious injuries and the pool staff will follow their lifeguarding/first 
aid training.  In addition to following the major emergency process outlined above, the following action 
will be taken: 

 
1. Casualties with face / head injuries will not be allowed to return to the pool until being 

observed by the camp Healthcare Provider. 
 

2. An ambulance will be called if the injury appears serious.   
 

3. If there is any doubt as to the severity of the injury an ambulance will be called as there is 
possibility of delayed concussion/loss of consciousness occurring 
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Aquatic Spinal Injury 
All suspected spinal injuries will be treated as serious injuries and the pool staff will follow rescue / 
resuscitation protocols in accordance with their training.  In addition to following the major emergency 
process outlined above, the following action will be taken: 

 
1. On entering the water, the lifeguard must shout, “Lifeguard enter ing the water ,  suspec ted 

spinal” 
 

2. All other pool users will be carefully directed away from the victim in order not to disturb the 
water or the victim.  Once away from the casualty all swimmers must clear the pool and will be 
directed away from the incident. 
 

3. All trained lifeguards will assist the rescuing lifeguard to recover a victim using a spinal board. 
Lookouts will call 911, assist in carefully clearing the pool and clearing the immediate area, and  
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S T A F F / C A M P E R  I N T E R A C T I O N S  
 
In our baptismal covenant, we promise to “respect the dignity of every human being.” At Peterkin, 
under the umbrella of Living Under Grace, we have the opportunity to do this in a very real and concrete 
way. The staff, serving as role models for the campers, should be displaying the behaviors we expect of 
our campers at all times. 
 

All camp staff and volunteers are required to have current Safeguarding God’s Children training (updated 
every 5 years), and to follow the Diocesan Policies for the Protection of Children and Youth from Abuse. 
 
 

Dealing with Camper Behavior 
Being a successful counselor is about establishing relationships with the young people at camp. The 
more you know about each camper, such as their family situation, school background, abilities, 
disabilities, and general social adjustment, the easier it is to help the camper meet his or her needs 
without getting into trouble. Be intentional about getting to know the campers that come to Peterkin, 
particularly those that you will be directly supervising.  
 
Despite your best efforts, sometimes there will be camper behaviors you must deal with. Below are 
some questions that may help you pinpoint problems and the best way to approach them: 
 

1. Define the behavior. How important is it? Must it be dealt with right now or will it go away by 
itself? 
 

2. Determine possible causes or reasons for the behavior. Is it a lack of recognition? Too much 
energy? Feelings of inferiority? Resentment against discipline? Others? 
 

3. How can I handle it? Should other counselors or staff or be involved? 
 

4. What should I avoid? Disciplining in anger, public condemnation, derogatory terms, attacking, 
blaming approach, loss of community with camper, and driving camper away from the group, 
should be avoided. 
 

5. How can I keep it from happening again? It depends on the behavior and circumstances. What 
did I learn from this that was important? Why is that of importance to me? As a result of this 
experience, what will I do differently in the future? 
 

 
Dealing with Behavior Problems 
 

1. Reinforce desirable behavior. This should be done consistently from the very outset of camp. 
If staff members behave positively and encouragingly through smiles, gestures, or brief words 
of support, campers will be motivated to maintain or even increase acceptable behavior. Most 
people change their behavior in response to reward for correct behavior rather than 
punishment for incorrect behavior. 
 



2012 Peterkin Camp Manual 25 

2. Clearly state privileges as well as rules. Whenever possible, present rules and regulations in 
terms of what campers can do, rather than as a set of restrictions and “don’t’s.” Let campers 
share in developing and discussing rules and regulations. 
 

3. Tolerate some undesirable behavior. Recognize that some annoying or undesirable behavior 
may be typical of a given age level or falls within a reasonable range of acceptability, and do not 
confront the child with constant criticism and negative comments. Some patterns of negative 
behavior should be permitted to build up before being challenged, so the child can see the 
consequences of his or her behavior. This does not apply to the direct infraction of rules or to 
serious or dangerous forms of misbehavior. 
 

4. When correcting campers, use nonverbal cues. As a counselor develops a relationship with 
campers, it often is possible to use eye contact, accompanied by frowns, gestures, or other 
forms of body language, to indicate disapproval. This may help control a camper’s negative 
behavior without embarrassing the him/her in front of peers. 
 

5. Consider redirecting children to different tasks or activities. Anti-social behavior 
sometimes stems from boredom or dissatisfaction with an activity, or from a feeling of 
frustration at not being able to carry it out successfully. Frequently, counselors may intervene by 
having a child shift to another activity or group setting which may meet his or her psychological 
or social needs more directly, or which may provide a higher-level of success and satisfaction. 
 

6. Clarify consequences of unacceptable behavior. A camper should clearly understand the 
potential consequences of continued undesirable behavior, such as the anger or disapproval of 
other group members, isolation within the cabin group, withdrawal of privileges, or other forms 
of disciplinary action. The counselor should be specific about the action he or she will be forced 
to take if such behavior continues. When possible, chosen negative consequences should be a 
natural outcome of their behavior (for example, spending time cleaning their mess during rest 
time in consequence of having a messy lodge). Under no circumstances should corporal or 
‘hazing’ type punishments be used to discipline a camper.  
 

7. Clarify consequences of acceptable behavior. At the same time, the camper should 
understand what the benefits of changed or improved behavior will be. This will be most 
effective immediately after desirable behavior is shown.  
 

8. Use the “temporary removal” procedure. If camper is excessively disruptive and cannot be 
controlled on the spot, it may be necessary to remove him/her to another location where they 
can be calmed down. The camper should be allowed to return after a short period of time, 
contingent  on willingness to behave properly. 
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H E A L T H  A N D  W E L L N E S S  
 
Every camp will have a designated Healthcare Provider who will distribute medication, assess serious 
illness or injuries, and generally work toward the health and well being of our campers and staff. This 
person may be a doctor or nurse, or a designated staff member working under the supervision of a 
nurse or doctor off-site.  
 
Counselors are trained in first aid and CPR, and should be able to provide basic care for many of the 
minor injuries that happen at camp. However situations may arise that require more training or 
experience. Staff should seek additional help from the Healthcare Provider if care involves specialized 
equipment, long-term/ongoing health concerns, any injury or illness that goes beyond their first aid 
training, or concerns pre-identified by the Healthcare Provider and/or executive staff. 
 
All medication belonging to campers or staff must be kept in the infirmary. This includes most 
prescription and over-the-counter medications, with the exception of emergency treatments such as 
inhalers or EPI pens, that must remain on the person at all times.  
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P E T E R K I N  L O R E  
 
 
PRAYER HILL. Prayer Hill belongs to the campers. All the work on Prayer Hill, whether it's planting 
the trees, trimming the trees, building the benches, building the altar, building the Credence Table, or 
making the steps is carried out by campers. There are certain traditions that we've handed down from 
camp to camp, from year to year, for a quarter of a century: 

• Beginning on the first step up the hill, silence is maintained. 
• Out of respect for Prayer Hill, please remove everything you bring with you. This 

includes all litter, worship supplies, etc. 
• When exiting Prayer Hill, walk calmly and in silence until we get beyond the last step.  
• All work and maintenance done on Prayer Hill is to be done by campers. 

 
GRENELDA. The tree at the end of the athletic field.  
 
THE PETERKIN PICKUP. This is an all-camp trash pickup to keep Peterkin grounds beautified. 
Most camps have it at least once. Make sure all participate. 
 
THE CANDLELIGHT SERVICE. Make sure the campers understand the candlelight service and 
the seriousness of the silences afterwards. Many have found this to be an impressive service. 
 

 
 

P E T E R K I N  H I S T O R Y  
 
For quite a few years the Bishops of West Virginia had encouraged a program of summer conferences with an emphasis on 
Christian Education. The first was held in 1928 at Jackson's Mill, the 4-H Camp at the location of what had been the home 
of "Stonewall" Jackson. 
 
In 1941, the conference site was shifted to Oglebay Park in Wheeling. 
 
In 1942 it was planned for Camp Caesar in Webster Springs, but had to be canceled because of wartime transportation 
problems. No more conferences were needed for the duration of the war. 
 
Bishop Strider was the bishop at this time, and there was much talk about the Diocese having a camp of its own and about it 
being time of have some sort of memorial to Bishop and Mrs. Peterkin. The Executive Board, in October 1943, appointed a 
special committee to come up with proposals for the next Annual Council or Convention. Bishop Strider was the chairman 
of the committee. That committee presented a resolution to the May 1944, Annual Council to approve the establishment of 
a Diocesan Conference Center in memory of the late Bishop and Mrs. Peterkin. It was approved without dissension. 
 
Many sites were explored and in Bishop Strider's words, "We were fortunate enough to stumble on an ideal place of 
property and purchase for a mere song. The final decision was to purchase the property of the Hampshire Club, formerly a 
private hunting and fishing club on a paved road on the south branch of the Potomac River, four miles from Romney. The 
Trustees purchased outright 50 acres, with several buildings and leased around a thousand acres of adjoining farm and 
timberland to be used for Conference Center purposes. 
 
The buildings included a clubhouse with 25 rooms, a kitchen, a dining room, a dwelling house, a recreation hall with two 
bowling alleys, a small concrete swimming pool in sad condition, and a few outbuildings. The property also included a 
stream of water and electricity for lighting and for the operation of a water system. There were abundant possibilities for 
nature trails, hiking routes, camping sites, and the erection of vacation cottages. It was anticipated it could accommodate 
some 50 people. 
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Shortly after the purchase in 1944, the Rev. Frank Rowley, rector of Grace Church, Elkins, took a party of 10 mostly young 
people to the site. He wrote the following "We started out in two cars in a blinding snowstorm, but the day cleared up and 
we enjoyed it very much. We hiked for over an hour up the trout stream and never did find the end of the property. We all 
felt quite pleased with the place, and also with being the first Episcopal youth group to visit the new conference center. We 
enjoyed a picnic lunch in front of the fireplace in the main building " 
 
After much discussion with the Peterkin and Gravatt families, it was decided to name the Center after Bishop Peterkin and 
the main building after Bishop Gravatt. $100,000 was raised to equip the new center. The main building was repaired and 
painted, two other buildings were planned, and beds, mattresses, chairs, tables, and other equipment were purchased. A 
group from the Southern Convocation came and slept in tents and cooked over an open fire while they built a footbridge 
over the stream, replaced missing steps to the boathouse on the river and cleared 500 yards of trail. Between work sessions, 
they swam, played softball, fished, hiked and were truly the first "Friends of Peterkin." 
 
The first Laymen's conference was held in September 1945 with the Rev. N.C. Campbell later to be the next bishop) as 
speaker. After he became bishop, Bishop Campbell became Peterkin's chief supporter. Most of the buildings we enjoy today 
were remodeled or built under his leadership. He and his wife spent the entire summer here every year with the campers and 
making sure all went well on the athletic field. The Bishop's cottage is named Campbell Cottage in his honor. 
 
In those early years, the largest complaint was about the travel difficulties getting to Peterkin. Those in the Huntington area 
said it was too far away, and registered the only dissenting vote for its purchase. The main road there was Route 50 with 
harrowing hairpin curves and the constant tribulation of getting stuck behind a truck going up the hills and around the 
winding roads that were scarcely wide enough for one car to pass another. 
 
Yes, the ride sorely tried the flesh, but once there, Peterkin was an adventure of beauty and holiness and exciting fellowship 
in which the real "Peterkin Spirit took over and canceled out all other feelings. Roads and transportation have changed 
greatly, but the Spirit remains the same today. 
 
The first schedule of camps and conferences was held in the summer of 1946. Mrs. Mamie Kenny, for whom the camp and 
conference coordinator's house is named today, was the new housekeeper. 
 
Dedication Day for the camp was the next year, on June 26, 1947. Over 400 people gathered as Bishop Strider led hymn 
singing, and a procession all over the grounds. Four sermons were preached and a blessing was given to each building. 
Lunch was served to all. The plaques you see around the center were all dedicated that day. 
 
Bishop Strider's dream had finally become a reality. Only one part of the dream failed. He had hoped that ultimately there 
would be a school for boys and girls established at Peterkin as well, so the buildings could be used year round. That has not 
yet happened. 
 
Before 1951, Peterkin Conference Center application blanks said, "For Whites Only." Bishop Campbell insisted on 
complete integration. There was some criticism in the Diocese but Bishop Campbell said he would never go to Peterkin 
again if black people were excluded. The Executive Board upheld him. Since then, Peterkin has been open to everyone 
regardless of color or race. 
 
In those early days, priests served as both faculty and counselors. The girls all slept in Gravatt Hall, and later in Advent Hall 
that was moved onto the property. The boys slept in Ascension Lodge, an old hunter's lodge that had no windows, but only 
screens with canvas flaps, and tents that were lined up on platforms on either side on Ascension. There was no indoor 
plumbing, only outhouses. Campers bathed in the river, or later showered at rickety old bathhouses near the new pool. 
Swimming was at first in the small pool near the staff dorm, and then in the river. The campfire was a small one cut into the 
hillside where Trinity now stands. 
 
There was an old barn on the property that was converted into an ~ Assembly Hall. This is currently the Recreation Hall 
and store. The upstairs of it served as chapel before breakfast and then a lecture hall and in the evening a recreation hall for 
talent shows, square dances and of course the big dance. Downstairs were classrooms where we sat in neat rows and listened 
to teachers seated behind desks. On nice mornings our lecture was moved to the front lawn of Gravatt where we were 
nearer the "store" located on the back porch of Gravatt. At the break in the morning, it opened so we could buy milk and 
crackers for our morning snack. There were no pop machines. 
 
In 1950 some of the senior high students approached Bishop Campbell about making a Prayer Hill in memory of Jon 
Hawkins. . He/she/she was a student from the Eastern Panhandle who had died from polio. They cleared a site on top of 
the hill overlooking the camp and the sent word back to all the campers, to each bring a rock the next year from their home 
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town to place in the altar that stands there still The altar top came from a pool table in Romney. There were no benches; we 
all sat on the ground. All the work done then, and ever since has been by campers only. In 1953 another camper from 
Elkins, John Coplinger, died in a fraternity house fire. The next summer the young people voted to dedicate the altar to his 
memory. Another memorial associated with prayer hill is a pewter communion set, given to be used only on the hill, it was 
given in memory of Lowell Baines, a Sr. High camper from Parkersburg who, in 1969 was killed in an automobile accident 
on the way home from camp. In 1971 Michelle Tomasky, a music camp member, was killed in an auto accident on the way 
to her high school band camp. The Credence Table is in her memory and she is also remembered by the song "Michelle's 
Prayer" which is a prayer she wrote and which was then put to music by Dr. Bill Wyman. 
 
For years the closing candlelight service was held on prayer hill with a candlelight procession down the hill to the front lawn 
of Gravatt. After the benches were put in, it was deemed too dangerous in the dark, and the service was moved to the 
chapel. 
 
There was no chapel in the early days, and daily communion services were held, either in the recreation hall or on prayer hill. 
As the camp grew, so did the buildings. In the mid a fifties the swimming pool was built and campers ceased swimming in 
the river. In the late fifties, Strider Chapel, a Bishop's cottage, Epiphany Lodge and Kanawha Lodge were built and indoor 
bathrooms were added to Ascension. 1 remember feeling somewhat sad the first time I came and found the old tents and 
outhouses gone, but getting to stay in the new fresh smelling and ultra modem Epiphany Lodge made it worthwhile. What 
luxury to have a bathroom with every room. Soon after that windows replaced the screens and canvas flaps in Ascension 
and the boys were living in the lap of luxury. In those years, college age counselors also began supplementing the clergy and 
Bishop Campbell required every entering seminarian to spend at least one summer here. The sixties and seventies saw a new 
infirmary built, Trinity Lodge added and a new largo campfire site was built further up the way. About the mid seventies, 
Advent Hall ceased to be used as a dorm, to no ones disappointment. Also in those years, the old hand pulled bell in front 
of the dining hall was replaced by the less enchanting gas driven one we have now and the tennis courts were paved and the 
Christian Pavilion, named after three brothers from Huntington, Arthur, John and Harold, was built. 
 
After a Diocesan Capital Funds Drive called Matthew 25 in the late seventies and early eighties, Gravatt Hall was totally 
gutted and rebuilt, thankfully using the same basic plan as the old Gravatt Hall. A new bathhouse and the new maintenance 
shed were built, the latter in memory of Bob Mullenix, a long time leader of the Friends of Peterkin who was killed in an 
automobile accident. The most recent improvement was the enlarging of the resident manager’s cottage, renamed the 
Kinney/ Fitts Cottage to add to Mamie Kinney's memorial, one also to Mary Jo Fitts, a long time resident manager who 
succeeded Mamie. 
 
On Prayer Hill is a white dogwood tree planted in memory of George Griffith, previous Co-Camp And Conference 
Coordinator of Peterkin, who was one of 6 crewmen, killed October 7, 1992 in a C-130 crash in Berkeley Springs. The Sr. 
High Campers presented the plaque and tree. 
 
 
From Ken Price 6/17/92 Thanks to Eleanor Hamilton, The Flair and the Fire for some history of The Story of the Episcopal Church West 
Virginia 1877-1977 The Story  o f  the  Epis copa l  Church in  West  Virg in ia  1877-1977 be  Eleanor  Meyer Hamilton 
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A P P E N D I X  A :  P R O G R A M  S T A F F  J O B  D E S C R I P T I O N S  
 
Head Counselor  

This person has oversight of counselor duties, camp scheduling, and camp operations and 
direct oversight and continuing education for CIT’s.  
 
The Head Counselor  will work closely with the Summer Program Director in most 
aspects of the summer camp program.  

 
The Head Counselor is the direct link between the Camp Counselors and the Summer 
Program Director.  This person together with the Summer Program Director has 
oversight of the Camp Counselors in areas of Cabin discipline, elective activities 
development and integrating program into small and large group activities. 
 
The Head Counselor has oversight of the Counselors-in-Training.  This includes daily 
meetings, progress reports, and staff evaluations at the end of each camp session. 
 
The Head Counselor meets with the Summer Program Director on a daily basis to discuss 
needs of the Camp Counselors, Counselors-in-Training.  

 
The Head Lifeguard 

In addition to duties as a Counselor, this person  has primary supervision of all aquatic 
activities. American Red Cross Lifesaving Certification or the equivalent is 
required.   
 

The Music Coordinator 

In addition to duties as a Lodge Counselor, this person works closely with each camp 
leader before each camp to facilitate music selection and coordination for all services, 
morning launch time and other times as deemed necessary.   
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A P P E N D I X  B :  G E N E R A L  C A M P E R  G U I D E L I N E S  
 
 

1. All campers and staff shall wear shirts at all times except when in the pool or on the athletic 
field.  Shoes must be worn at all times.  Only Tennis shoes are permitted on tennis courts. 

 
2. Swimsuits are to be worn at the pool only.  Change into swimsuits at the pool and leave in the 

locker room baskets available for your convenience. 
 

3. Nametags are required to be worn by everyone. Nametags are to be worn around your neck. 
 

4. Electronic equipment, boom boxes, cell phones, radios, laptops, etc are not be permitted. 
iPods/headphones may be used during rest time and lights out, at the discretion of the Lodge 
Counselors. 
 

5. Visitors should arrange visits ahead of time, and report to the Camp Director’s office upon 
arrival.  
 

6. No pets of any kind are to be brought by campers. 
 

7. If for any reason a camper leaves Peterkin, the Summer Program Director or Camp Leader 
must be informed and permission to leave obtained.  
 

8. Campers driving to camp will surrender their keys (upon arrival) to the Summer Program 
Director.  When driving through Peterkin, do not exceed speed limit of 15mph 

 
The following are off limit areas to campers:  
 

• The bridge to the staff dorm and the dorm itself 
• Beyond Smith lodge and below the first gate  
• Lake Alfred and the creek  
• The Director's House  
• The Bishop's cottage  
• The Infirmary, unless on official medical business  
• Kitchen and dining facilities, except during meal times 
• Cliff behind Trinity Pavilion 
• The River unless accompanied by adults 
• Counselor rooms and guest rooms in Gravatt 
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A P P E N D I X  C :  B U L L Y I N G  
 
Bullying Definition 
Bullying is unwanted, aggressive behavior among school-aged children that involves a real or perceived 
power imbalance. The behavior is repeated, or has the potential to be repeated, over time. Both kids 
who are bullied and who bully others may have serious, lasting problems.  
 
In order to be considered bullying, the behavior must be aggressive and include: 

• An Imbalance of Power: Kids who bully use their power—such as physical strength, access to 
embarrassing information, or popularity—to control or harm others. Power imbalances can 
change over time and in different situations, even if they involve the same people. 

• Repetition: Bullying behaviors happen more than once or have the potential to happen more 
than once. 

 
Bullying includes actions such as making threats, spreading rumors, attacking someone physically or 
verbally, and excluding someone from a group on purpose. 
 
Types of Bullying 
There are three types of bullying: 

• Verbal bullying is saying or writing mean things. Verbal bullying includes: 
o Teasing 
o Name-calling 
o Inappropriate sexual comments 
o Taunting 
o Threatening to cause harm 

• Social bullying, sometimes referred to as relational bullying, involves hurting someone’s 
reputation or relationships. Social bullying includes: 

o Leaving someone out on purpose 
o Telling other children not to be friends with someone 
o Spreading rumors about someone 
o Embarrassing someone in public 

• Physical bullying involves hurting a person’s body or possessions. Physical bullying includes: 
o Hitting/kicking/pinching 
o Spitting 
o Tripping/pushing 
o Taking or breaking someone’s things 
o Making mean or rude hand gestures 

 
Early Childhood 
Early childhood often marks the first opportunity for young children to interact with each other. 
Between the ages of 3 and 5, kids are learning how to get along with each other, cooperate, share, and 
understand their feelings. Young children may be aggressive and act out when they are angry or don’t 
get what they want, but this is not bullying. Still, there are ways to help children. 
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Helping Young Children Get Along with Others 
Parents, school staff, and other adults can help young children develop skills for getting along with 
others in age-appropriate ways. 

• Model positive ways for young children to make friends. For example, practice pleasant ways 
that children can ask to join others in play and take turns in games. Coach older children to help 
reinforce these behaviors as well. Praise children for appropriate behavior. Help young children 
understand what behaviors are friendly. 

• Help young children learn the consequences of certain actions in terms they can understand. 
For example, say “if you don't share, other children may not want to play with you.” Encourage 
young children to tell an adult if they are treated in a way that makes them feel uncomfortable, 
upset or unhappy, or if they witness other children being harmed. 

• Set clear rules for behavior and monitor children's interactions carefully. Step in quickly to stop 
aggressive behavior or redirect it before it occurs. 

• Use age-appropriate consequences for aggressive behavior. Young children should be 
encouraged to say "I'm sorry" whenever they hurt a peer, even accidentally. The apology should 
also be paired with an action. For example, young children could help rebuild a knocked over 
block structure or replace a torn paper or crayons with new ones. 

 
Warning Signs 
There are many warning signs that may indicate that someone is affected by bullying—either being 
bullied or bullying others. Recognizing the warning signs is an important first step in taking action 
against bullying. Not all children who are bullied or are bullying others ask for help. 
 
It is important to talk with children who show signs of being bullied or bullying others. These warning 
signs can also point to other issues or problems, such as depression or substance abuse. Talking to the 
child can help identify the root of the problem. 
 
Signs a Child is Being Bullied  
Look for changes in the child. However, be aware that not all children who are bullied exhibit warning 
signs. 
 
Some signs that may point to a bullying problem are:  

• Unexplainable injuries 
• Lost or destroyed clothing, books, electronics, or jewelry 
• Frequent headaches or stomach aches, feeling sick or faking illness 
• Changes in eating habits, like suddenly skipping meals or binge eating. Kids may come home 

from school hungry because they did not eat lunch. 
• Difficulty sleeping or frequent nightmares 
• Declining grades, loss of interest in schoolwork, or not wanting to go to school 
• Sudden loss of friends or avoidance of social situations 
• Feelings of helplessness or decreased self esteem 
• Self-destructive behaviors such as running away from home, harming themselves, or talking 

about suicide 
 
If you know someone in serious distress or danger, don’t ignore the problem. Get help right away. 
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Signs a Child is Bullying Others  
Kids may be bullying others if they:    

• Get into physical or verbal fights 
• Have friends who bully others 
• Are increasingly aggressive 
• Get sent to the principal’s office or to detention frequently 
• Have unexplained extra money or new belongings 
• Blame others for their problems 
• Don’t accept responsibility for their actions 
• Are competitive and worry about their reputation or popularity 

 
Why don't kids ask for help?  
Statistics from the 2008–2009 School Crime Supplement show that an adult was notified in only about 
a third of bullying cases. Kids don’t tell adults for many reasons: 

• Bullying can make a child feel helpless. Kids may want to handle it on their own to feel in 
control again. They may fear being seen as weak or a tattletale. 

• Kids may fear backlash from the kid who bullied them. 
• Bullying can be a humiliating experience. Kids may not want adults to know what is being said 

about them, whether true or false. They may also fear that adults will judge them or punish 
them for being weak. 

• Kids who are bullied may already feel socially isolated. They may feel like no one cares or could 
understand. 

• Kids may fear being rejected by their peers. Friends can help protect kids from bullying, and 
kids can fear losing this support. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

From www.stopbullying.gov A federal government website managed by the U.S. Department of Health & Human Services  
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A P P E N D I X  D :  S T A F F  E V A L U A T I O N  F O R M S  

 
MID-SEASON JOB EVALUATION  

To be completed by end of week 3 camp session 
 

Confidential evaluation of: ________________________  
            by: ___________________________                                       

    
Job Title   ___________________________ Date: _______________   

 
 

Counselor's ability to work: 

 

 
Very Good 

 
Good Needs 

Improvement 
 
With campers    

maintain discipline of campers    
resolve camper conflicts    
offer understanding and support    
supervise cabins    
act as a role model    
maintain appropriate boundaries    
 
With Peer Staff:    
carry share of workload    
be dependable    
willingness to fill in for other staff 
 member    
exhibit understanding and tolerance    
provide positive leadership    
 
With Administration:    
respond appropriately to criticism    
communicate concerns effectively    
display a positive, upbeat attitude    
respond to last minute changes    
be dependable    
 
As a teacher/activity leader:    
teach skills    
demonstrate skills    
adhere to safety guidelines    
be on time    
inspire and motivate    
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PETERKIN 
 STAFF JOB EVALUATION  (continued) 

 
Please describe the staff member's performance as follows: 
 
Ability to teach others, organize classes and develop and/or work within a program area: 
 
 
 
 
 
 
 
 
Perform as a team member: 
 
 
 
 
 
 
 
 
Ability to support administrative standards (policies, procedures, rules, safety guidelines) and Christian values: 
 
 
 
 
 
 
 
 
Act as a caretaker and supervisor of children: 
 
 
 
 
 
 
 
 
Other comments: 
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 END OF SEASON  JOB EVALUATION  

To be completed by end of FINAL week of camp session 
 

Confidential evaluation of: ________________________  
            by: ___________________________                                       

    
Job Title   ___________________________ Date: _______________   

 
Counselor's ability to work: 

 

 
Very Good 

 
Good Needs 

Improvement 
 

Comments 

 
With campers     

maintain discipline of campers     
resolve camper conflicts     
offer understanding and support     
supervise cabins     
act as a role model     
maintain appropriate boundaries     
 
With Peer Staff:     

carry share of workload     
be dependable     
willingness to fill in for other staff 
 member     

exhibit understanding and tolerance     
provide positive leadership     
 
With Administration:     

respond appropriately to criticism     
communicate concerns effectively     
display a positive, upbeat attitude     
respond to last minute changes     
be dependable     
 
As a teacher/activity leader:     

teach skills     
demonstrate skills     
adhere to safety guidelines     
be on time     
inspire and motivate     
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PETERKIN 
 STAFF JOB EVALUATION  (continued) 

 
Please describe the staff member's performance as follows: 
 
Ability to teach others, organize classes and develop and/or work within a program area: 
 
 
 
 
 
 
 
Perform as a team member: 
 
 
 
 
 
 
 
Ability to support administrative standards (policies, procedures, rules, safety guidelines) and Christian values: 
 
 
 
 
 
 
 
Act as a caretaker and supervisor of children: 
 
 
 
 
 
 
 
Other comments: 
 
 
 
 
 
 
           
 
 
 
 
  



2012 Peterkin Camp Manual 39 

 
CIT JOB EVALUATION  

 
Confidential evaluation of: ________________________  

            by: ___________________________                                       

    
Job Title   ___________________________ Date: _______________   

 
 

Counselor's ability to work: 

 

 
Very Good 

 
Good Needs 

Improvement 
 
With campers    

maintain discipline of campers    
resolve camper conflicts    
offer understanding and support    
supervise cabins    
act as a role model    
maintain appropriate boundaries    
 
With Peer Staff and Counselors:    
carry share of workload    
be dependable    
willingness to fill in for other staff 
 member    
exhibit understanding and tolerance    
provide positive leadership    
 
With Administration:    
respond appropriately to criticism    
communicate concerns effectively    
display a positive, upbeat attitude    
respond to last minute changes    
be dependable    
 
As a teacher/activity leader:    
teach skills    
demonstrate skills    
adhere to safety guidelines    
be on time    
inspire and motivate    
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PETERKIN 
 CIT EVALUATION  (continued) 

 
Please describe the staff member's performance as follows: 
 
Ability to teach others, organize classes and develop and/or work within a program area: 
 
 
 
 
 
 
 
 
Perform as a team member: 
 
 
 
 
 
 
 
 
Ability to support administrative standards (policies, procedures, rules, safety guidelines) and Christian values: 
 
 
 
 
 
 
 
 
Act as a caretaker and supervisor of children: 
 
 
 
 
 
 
 
 
Other comments: 
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A P P E N D I X  E :  B I B L E  S T U D Y  
S P I R I T U A L  G I F T S  

 

1 CORINTHIANS 12:1-11 (NRSV) 
Now concerning spiritual gifts, brothers and sisters, I do not want you to be uninformed. You 
know that when you were pagans, you were enticed and led astray to idols that could not speak. 
Therefore I want you to understand that no one speaking by the Spirit of God ever says “Let 
Jesus be cursed!” and no one can say “Jesus is Lord” except by the Holy Spirit. 
 
Now there are varieties of gifts, but the same Spirit; and there are varieties of services, but the 
same Lord; and there are varieties of activities, but it is the same God who activates all of them 
in everyone. To each is given the manifestation of the Spirit for the common good. To one is 
given through the Spirit the utterance of wisdom, and to another the utterance of knowledge 
according to the same Spirit, to another faith by the same Spirit, to another gifts of healing by 
the one Spirit, to another the working of miracles, to another prophecy, to another the 
discernment of spirits, to another various kinds of tongues, to another the interpretation of 
tongues.  All these are activated by one and the same Spirit, who allots to each one individually 
just as the Spirit chooses. 
 
 
THE MESSAGE 
What I want to talk about now is the various ways God's Spirit gets worked into our lives. This 
is complex and often misunderstood, but I want you to be informed and knowledgeable.  
Remember how you were when you didn't know God, led from one phony god to another, 
never knowing what you were doing, just doing it because everybody else did it? It's different in 
this life. God wants us to use our intelligence, to seek to understand as well as we can.  For 
instance, by using your heads, you know perfectly well that the Spirit of God would never 
prompt anyone to say "Jesus be damned!" Nor would anyone be inclined to say "Jesus is 
Master!" without the insight of the Holy Spirit. 
 
God's various gifts are handed out everywhere; but they all originate in God's Spirit.  God's 
various ministries are carried out everywhere; but they all originate in God's Spirit.  God's 
various expressions of power are in action everywhere; but God himself is behind it all.  Each 
person is given something to do that shows who God is: Everyone gets in on it, everyone 
benefits. All kinds of things are handed out by the Spirit, and to all kinds of people!  The variety 
is wonderful: wise counsel, clear understanding, simple trust, healing the sick, miraculous acts, 
proclamation, distinguishing between spirits tongues, interpretation of tongues. 
 
All these gifts have a common origin, but are handed out one by one by the one Spirit of God. 
He decides who gets what, and when. 
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NEW INTERNATIONAL VERSION 
Now about the gifts of the Spirit, brothers and sisters, I do not want you to be uninformed.  
You know that when you were pagans, somehow or other you were influenced and led astray to 
mute idols.  Therefore I want you to know that no one who is speaking by the Spirit of God 
says, “Jesus be cursed,” and no one can say, “Jesus is Lord,” except by the Holy Spirit. 
 
There are different kinds of gifts, but the same Spirit distributes them.  There are different 
kinds of service, but the same Lord.  There are different kinds of working, but in all of them 
and in everyone it is the same God at work. 
 
Now to each one the manifestation of the Spirit is given for the common good.  To one there 
is given through the Spirit a message of wisdom, to another a message of knowledge by means 
of the same Spirit, to another faith by the same Spirit, to another gifts of healing by that one 
Spirit, to another miraculous powers, to another prophecy, to another distinguishing between 
spirits, to another speaking in different kinds of tongues, and to still another the interpretation 
of tongues.  All these are the work of one and the same Spirit, and he distributes them to each 
one, just as he determines.  
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T H E  C A L L I N G  O F  T H E  F I R S T  D I S C I P L E S  
 
MATTHEW 4:18-22 (NRSV) 
As he walked by the Sea of Galilee, he saw two brothers, Simon, who is called Peter, and 
Andrew his brother, casting a net into the sea—for they were fishermen.  And he said to 
them, “Follow me, and I will make you fish for people.”  Immediately they left their nets 
and followed him.  As he went from there, he saw two other brothers, James son of 
Zebedee and his brother John, in the boat with their father Zebedee, mending their nets, 
and he called them.  Immediately they left the boat and their father, and followed him. 
 
 
THE MESSAGE 
Walking along the beach of Lake Galilee, Jesus saw two brothers: Simon (later called 
Peter) and Andrew. They were fishing, throwing their nets into the lake. It was their 
regular work. Jesus said to them, "Come with me. I'll make a new kind of fisherman out 
of you. I'll show you how to catch men and women instead of perch and bass."  They 
didn't ask questions, but simply dropped their nets and followed. 
 
A short distance down the beach they came upon another pair of brothers, James and 
John, Zebedee's sons. These two were sitting in a boat with their father, Zebedee, 
mending their fishnets. Jesus made the same offer to them, and they were just as quick 
to follow, abandoning boat and father.  
 
 
NEW INTERNATIONAL VERSION 
As Jesus was walking beside the Sea of Galilee, he saw two brothers, Simon called Peter 
and his brother Andrew. They were casting a net into the lake, for they were fishermen.  
“Come, follow me,” Jesus said, “and I will send you out to fish for people.”  At once 
they left their nets and followed him. 
 
Going on from there, he saw two other brothers, James son of Zebedee and his brother 
John. They were in a boat with their father Zebedee, preparing their nets. Jesus called 
them, and immediately they left the boat and their father and followed him. 
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H U M I L I T Y  
 
LUKE 22:24-30 (NRSV) 
A dispute also arose among them as to which one of them was to be regarded as the greatest. 
But he said to them, “The kings of the Gentiles lord it over them; and those in authority over 
them are called benefactors.  But not so with you; rather the greatest among you must become 
like the youngest, and the leader like one who serves.  For who is greater, the one who is at the 
table or the one who serves? Is it not the one at the table? But I am among you as one who 
serves.” 
 
“You are those who have stood by me in my trials; and I confer on you, just as my Father has 
conferred on me, a kingdom, so that you may eat and drink at my table in my kingdom, and 
you will sit on thrones judging the twelve tribes of Israel.” 
 
 
THE MESSAGE 
Within minutes they were bickering over who of them would end up the greatest.  But Jesus 
intervened: "Kings like to throw their weight around and people in authority like to give 
themselves fancy titles.  It's not going to be that way with you. Let the senior among you 
become like the junior; let the leader act the part of the servant. 
 
"Who would you rather be: the one who eats the dinner or the one who serves the dinner? 
You'd rather eat and be served, right? But I've taken my place among you as the one who 
serves.  And you've stuck with me through thick and thin.  Now I confer on you the royal 
authority my Father conferred on me so you can eat and drink at my table in my kingdom and 
be strengthened as you take up responsibilities among the congregations of God's people. 
 
 
NEW INTERNATIONAL VERSION 
A dispute also arose among them as to which of them was considered to be greatest.  Jesus said 
to them, “The kings of the Gentiles lord it over them; and those who exercise authority over 
them call themselves Benefactors.  But you are not to be like that. Instead, the greatest among 
you should be like the youngest, and the one who rules like the one who serves.  For who is 
greater, the one who is at the table or the one who serves? Is it not the one who is at the table? 
But I am among you as one who serves.  You are those who have stood by me in my trials.  
And I confer on you a kingdom, just as my Father conferred one on me, so that you may eat 
and drink at my table in my kingdom and sit on thrones, judging the twelve tribes of Israel. 
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F A L S E  S H E P H E R D S  
 
EZEKIEL 34:1-6 (NRSV) 
The word of the Lord came to me: Mortal, prophesy against the shepherds of Israel: prophesy, 
and say to them—to the shepherds: Thus says the Lord God: Ah, you shepherds of Israel who 
have been feeding yourselves! Should not shepherds feed the sheep?  You eat the fat, you 
clothe yourselves with the wool, you slaughter the fatlings; but you do not feed the sheep.  You 
have not strengthened the weak, you have not healed the sick, you have not bound up the 
injured, you have not brought back the strayed, you have not sought the lost, but with force 
and harshness you have ruled them.  So they were scattered, because there was no shepherd; 
and scattered, they became food for all the wild animals.  My sheep were scattered, they 
wandered over all the mountains and on every high hill; my sheep were scattered over all the 
face of the earth, with no one to search or seek for them. 
 
 
THE MESSAGE 
GOD's Message came to me: "Son of man, prophesy against the shepherd- leaders of Israel. 
Yes, prophesy! Tell those shepherds, 'GOD, the Master, says: Doom to you shepherds of 
Israel, feeding your own mouths! Aren't shepherds supposed to feed sheep?  You drink the 
milk, you make clothes from the wool, you roast the lambs, but you don't feed the sheep.  You 
don't build up the weak ones, don't heal the sick, don't doctor the injured, don't go after the 
strays, don't look for the lost. You bully and badger them.  And now they're scattered every 
which way because there was no shepherd-- scattered and easy pickings for wolves and coyotes.  
Scattered-- my sheep!-- exposed and vulnerable across mountains and hills. My sheep scattered 
all over the world, and no one out looking for them! 
 
 
NEW INTERNATIONAL VERSION 
The word of the Lord came to me: “Son of man, prophesy against the shepherds of Israel; 
prophesy and say to them: ‘This is what the Sovereign Lord says: Woe to you shepherds of 
Israel who only take care of yourselves! Should not shepherds take care of the flock?  You eat 
the curds, clothe yourselves with the wool and slaughter the choice animals, but you do not 
take care of the flock.  You have not strengthened the weak or healed the sick or bound up the 
injured. You have not brought back the strays or searched for the lost. You have ruled them 
harshly and brutally.  So they were scattered because there was no shepherd, and when they 
were scattered they became food for all the wild animals.  My sheep wandered over all the 
mountains and on every high hill. They were scattered over the whole earth, and no one 
searched or looked for them. 
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F O R G I V E N E S S  
 
MATTHEW 18:23-35 (NRSV) 
“For this reason the kingdom of heaven may be compared to a king who wished to settle 
accounts with his slaves.  When he began the reckoning, one who owed him ten thousand 
talents was brought to him; and, as he could not pay, his lord ordered him to be sold, together 
with his wife and children and all his possessions, and payment to be made. So the slave fell on 
his knees before him, saying, ‘Have patience with me, and I will pay you everything. ’  And out 
of pity for him, the lord of that slave released him and forgave him the debt.  But that same 
slave, as he went out, came upon one of his fellow slaves who owed him a hundred denarii; and 
seizing him by the throat, he said, ‘Pay what you owe. ’ Then his fellow slave fell down and 
pleaded with him, ‘Have patience with me, and I will pay you. ’ But he refused; then he went 
and threw him into prison until he would pay the debt. When his fellow slaves saw what had 
happened, they were greatly distressed, and they went and reported to their lord all that had 
taken place.  Then his lord summoned him and said to him, ‘You wicked slave! I forgave you all 
that debt because you pleaded with me.  Should you not have had mercy on your fellow slave, 
as I had mercy on you? ’  And in anger his lord handed him over to be tortured until he would 
pay his entire debt.  So my heavenly Father will also do to every one of you, if you do not 
forgive your brother or sister from your heart.” 
 
 
NEW INTERNATIONAL VERSION 
“Therefore, the kingdom of heaven is like a king who wanted to settle accounts with his 
servants. As he began the settlement, a man who owed him ten thousand bags of gold was 
brought to him. Since he was not able to pay, the master ordered that he and his wife and his 
children and all that he had be sold to repay the debt. 
 
“At this the servant fell on his knees before him. ‘Be patient with me,’ he begged, ‘and I will pay 
back everything. ’ The servant’s master took pity on him, canceled the debt and let him go. 
 
“But when that servant went out, he found one of his fellow servants who owed him a hundred 
silver coins. He grabbed him and began to choke him. ‘Pay back what you owe me! ’ he 
demanded. 
 
 “His fellow servant fell to his knees and begged him, ‘Be patient with me, and I will pay it 
back. ’ 
 
“But he refused. Instead, he went off and had the man thrown into prison until he could pay 
the debt. When the other servants saw what had happened, they were outraged and went and 
told their master everything that had happened. 
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“Then the master called the servant in. ‘You wicked servant,’ he said, ‘I canceled all that debt of 
yours because you begged me to.  Shouldn’t you have had mercy on your fellow servant just as 
I had on you? ’ In anger his master handed him over to the jailers to be tortured, until he 
should pay back all he owed. 
 
“This is how my heavenly Father will treat each of you unless you forgive your brother or sister 
from your heart.” 
 
 
THE MESSAGE 
"The kingdom of God is like a king who decided to square accounts with his servants.  As he 
got under way, one servant was brought before him who had run up a debt of a hundred 
thousand dollars. He couldn't pay up, so the king ordered the man, along with his wife, 
children, and goods, to be auctioned off at the slave market. 
 
" The poor wretch threw himself at the king's feet and begged, 'Give me a chance and I'll pay it 
all back.' Touched by his plea, the king let him off, erasing the debt. 
 
"The servant was no sooner out of the room when he came upon one of his fellow servants 
who owed him ten dollars. He seized him by the throat and demanded, 'Pay up. Now!' 
 
" The poor wretch threw himself down and begged, 'Give me a chance and I'll pay it all back.' 
But he wouldn't do it. He had him arrested and put in jail until the debt was paid.  When the 
other servants saw this going on, they were outraged and brought a detailed report to the king. 
 
"The king summoned the man and said, 'You evil servant! I forgave your entire debt when you 
begged me for mercy.  Shouldn't you be compelled to be merciful to your fellow servant who 
asked for mercy?'  The king was furious and put the screws to the man until he paid back his 
entire debt.  And that's exactly what my Father in heaven is going to do to each one of you who 
doesn't forgive unconditionally anyone who asks for mercy." 
 



 

 

 
E P I S C O P A L  D I O C E S E  O F  W E S T  V I R G I N I A  

P O L I C I E S  F O R  T H E  P R O T E C T I O N  O F  C H I L D R E N  A N D  Y O U T H  

F R O M  A B U S E  

 
Code Of Conduct For Protection Of Children And Youth 
 
Relationships among people are at the foundation of Christian ministry and as such are central to the life of 
the church. Defining healthy and safe relationships through policies and codes of conduct is not meant, in any 
way, to undermine the strength and importance of personal interaction in our ministries. Rather, it is to assist 
in more clearly defining behaviors and practices that allow the church to more fully demonstrate its love and 
compassion for children and youth in sincere and genuine relationships. 
 
Relationships in ministry should, ideally, always be experienced as caring and without intention to do harm or 
allow harm to occur. This Code of Conduct has been adopted by the Diocese of West Virginia to help the 
church create safe environments for children and youth and for those who minister to them. All Church 
Personnel are asked to carefully consider each statement in the Code and within the Policies for the Protection of 
Children and Youth from Abuse before agreeing to adhere to the statements and continue in service to the 
church. 
 

• Church Personnel agree to do their best to prevent abuse and neglect among children and youth 
involved in church activities and services. 

 
• Church Personnel agree to not physically, sexually or emotionally abuse or neglect a child or youth. 

 
• Church Personnel agree to comply with the policies for general conduct with children and youth as 

defined in these Policies for the Protection of Children and Youth from Abuse. 
 

• All Church Personnel agree to comply with the Guidelines for Appropriate Affection with children and youth. 
 

• In the event that Church Personnel observe any inappropriate behaviors or possible policy violations 
with children or youth, church personnel agree to immediately report their observations. 

 
• All Church Personnel acknowledge their obligation and responsibility to protect children and youth 

and agree to report known or suspected abuse of children or youth to appropriate church leaders and 
state authorities in accordance with these policies. 

 
• Church Personnel understand that the church will not tolerate abuse of children and youth and agree 

to comply in spirit and in action with this position. 
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General Definitions 
 
A. Church Personnel  
For the purposes of this policy, the following are included in the definition of Church Personnel when they 
are functioning in their respective roles for the church: 

1. All clergy whether stipendiary, non-stipendiary, or otherwise who are engaged in ministry or service to 
the church. 

2. All paid personnel whether employed in areas of ministry or other kinds of services by the diocese, its 
congregations, schools or other agencies.  

3. Those who contract their services to the diocese, its congregations, schools or other agencies. 
4. Volunteers, including any person who enters into or offers him or herself for a church related service, 

or who actually assists with or performs a service, whether or not they have been selected or assigned 
to do so. Volunteers include members of advisory boards, vestries, Bishop’s Committees, and boards 
of directors. 

 
B. Children And Youth  

1. A child is defined as anyone under the age of 12 years. 
2. A youth is defined as anyone who is at least 12 years old, but not yet 18 years old. A youth may also 

be an individual who is 18 years old or older, but still in high school. 
 
C. Regularly Or Occasionally Work With Or Around Children Or Youth 
For the purpose of this policy, the following are included in the definition of Church Personnel Who 
Regularly Work With or Around Children or Youth: 

1. All clergy whether stipendiary, non-stipendiary, or otherwise who are engaged in ministry or service to 
the church. 

2. All paid or volunteer Church Personnel whose work regularly takes them throughout the facility or 
grounds or who has keys giving them access to the buildings on the grounds. 

3. All persons who supervise or assist with supervising children or youth, other than church school 
teachers, in ministries, programs or activities more often than occasionally. 

4. All persons who provide transportation to children or youth without other adults in the vehicle more 
often than occasionally. 

5. Any paid personnel whose living quarters are on the grounds of the church, school or other related 
agency. 

6. All vestry members or other members of similar decision-making groups who have the authority to 
approve the creation of ministries, programs or activities for children or youth. 

7. Church school teachers. 
 

Examples of Church Personnel who Regularly Work With or Around Children or Youth include, but are 
not limited to: 
• Children’s or youth choir directors 
• Organists who work with children or youth 
• Lay youth ministers 
• Volunteer youth directors 
• All Church Personnel who work or assist in the nursery more than four times a year 
• All Church Personnel who work in the nursery if they are the only person over 21 present at any time 
• All staff, whether volunteer or paid, at church camps 
• Adults who participate in overnight activities with children or youth more than twice a year 
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For the purpose of this policy, the following are included in the definition of Church Personnel who 
Occasionally Work With or Around Children or Youth: 
1. All persons who supervise or assist with supervising children or youth in ministries, programs or 

activities infrequently, generally no more than three times a year or for one program or activity during 
a year that lasts less than a month (i.e. assisting with preparation for the Christmas pageant, or 
teaching one "unit" of Church School for a month). 

2. All persons who provide transportation to children or youth without other adults in the vehicle 
infrequently, generally no more than three times a year. 

3. All persons who work or assist in the nursery four or fewer times a year, whether on an emergency 
basis or otherwise. 

4. Adults who participate in overnight activities with children or youth once or twice a year. 
 
D. Types Of Abuse  

1. Physical abuse is non-accidental injury, which is intentionally inflicted upon a child or youth. 
2. Sexual abuse perpetrated by an adult is any contact or activity of a sexual nature that occurs 

between a child or youth and an adult. This includes any activity, which is meant to arouse or gratify 
the sexual desires of the adult, child or youth. 

3. Sexual abuse perpetrated by another child or youth is any contact or activity of a sexual nature 
that occurs between a child or youth and another child or youth when there is no consent, when 
consent is not possible, or when one child or youth has power over the other child or youth. This 
includes any activity, which is meant to arouse or gratify the sexual desires of any of the children or 
youth. 

4. Emotional abuse is mental or emotional injury to a child or youth that results in an observable and 
material impairment in the child or youth’s growth, development or psychological functioning. 

5. Neglect is the failure to provide for a child or youth's basic needs or the failure to protect a child or 
youth from harm. 

6. Economic exploitation is the deliberate misplacement, exploitation, or wrongful temporary or 
permanent use of a child or youth's belongings or money. 
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Safeguards For Children And Youth 
 
A. Screening And Selection  

1. Any and all Church Personnel who Regularly Work With or Around Children or Youth shall be 
screened and selected utilizing at least the following: 

a. A standard application completed by the applicant that includes an authorization for the 
release of information to conduct background checks and the code of conduct (Appendix C). 

b. Criminal records check in any state where the applicant has resided during the past seven (7) 
years, and other states, if any, as determined by the church. 

c. Sexual offender registry check in any state where the applicant has resided during the past 
seven (7) years. 

d. Individual interview with the applicant. 
e. Reference checks of persons outside the congregation who know the applicant, preferably 

who know how the applicant works with children. 
f. Driving or motor vehicle records check if the person may be transporting children or youth. 

 
2. Any and all Church Personnel who Occasionally Work With or Around Children or Youth shall be 

screened and selected utilizing at least the following: 
a. A standard application completed by the applicant that includes an acknowledgment for the 

release of information to conduct background checks and the code of conduct (Appendix C). 
b. Individual interview with the applicant. 
c. At least one reference check of a person or persons outside the congregation who know the 

applicant, preferably who know how the applicant interacts with children. 
d. Driving or motor vehicle records check if the person will be transporting children or youth. 

 
3. All information gathered about an applicant will be carefully reviewed and evaluated to make a 

determination, in consultation with others as necessary, of whether or not the person is appropriate to 
work with children or youth. 
 

4. Church Personnel who work with or around children or youth must have a personnel file that is kept 
where other church records are kept. 

 
5. Criminal records checks and sexual offender registry checks will be conducted every five (5) years for 

Church Personnel who Regularly Work With or Around Children or Youth. 
 

6. To the extent possible, no person will be permitted to supervise an immediate family member when 
working with or around children or youth. For the purpose of this policy, immediate family member 
is defined as spouse, partner, child, parent, sister, brother, similar in-law relationship, stepchild, 
stepparent, stepsibling, grandparent, or co-habitant. 

 
7. Church Personnel who transfer within the Diocese of West Virginia and apply for or are asked to or 

who do undertake a position working with or around children or youth are required to undergo the 
same screening and selection process in Section A above. This requirement may be met through a 
transfer of a copy of their personnel file to the new congregation, school, agency, or program together 
with completion of a new application, individual interview and reference checks with the 
congregations, schools, agencies or other programs for which the applicant has worked with or 
around children or youth since the screening was last done as shown in the applicant's personnel file. 
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B. Education And Training Requirements 
1. Three hours of child abuse prevention education and training or an approved online equivalent is 

required for all Church Personnel Who Regularly Work With or Around Children or Youth before 
they begin working with children or youth.  This training must be renewed every five years via the 
three-hour education and training course or an approved online equivalent. 
 
If the approved online equivalent is used, a follow-up meeting with the parish rector or the canonical 
equivalent needs to occur before that person begins working with children or youth, and should cover 
diocesan and parish policies regarding the protection of children and youth from abuse and must be 
documented in personnel file (including the Code of Conduct on page 17). 
 

2. One hour of child abuse awareness education and training is required for all Church Personnel Who 
Occasionally Work With or Around Children or Youth before they start their work with children or 
youth. This education and training should be conducted by the parish rector or the canonical 
equivalent, and should cover diocesan and parish policies regarding the protection of children and 
youth from abuse and must be documented in personnel file (including the Code of Conduct on page 
17). 

 
 
C. Monitoring And Supervision Of Programs 

The monitoring and supervision of programs and activities involving children or youth is important 
for safeguarding children and youth and involves several aspects. One aspect involves having 
structural guidelines or standards for the programs and activities for children and youth. These include 
such things as who approves new programs, how many adults need to be present and the like. In 
addition to setting structural guidelines and standards, church leaders must make sure the structural 
safeguards are followed. Programs and activities have to be monitored and supervised to do that. 

 
Another aspect of monitoring and supervision is that supervisory personnel and others monitor and 
supervise the behavior of adults, youth and other children with children and youth so that 
inappropriate behaviors and interactions can be detected and stopped. Some behaviors and 
interactions are potentially harmful to children or youth in and of themselves. Examples include 
providing alcohol or drugs to children or youth or actually having sexual contact with a child or youth. 
Other behaviors and interactions are not necessarily harmful in and of themselves but are the same 
behaviors and interactions known to be used by those who abuse children or youth to "groom" them 
or their parents for eventual abuse or which provide the privacy child molesters need in order to 
abuse children or youth. Examples of those behaviors and interactions include holding children over 
the age of three on the lap, transporting a child or youth alone, and the like. 

 
The structural guidelines and standards are covered in both this monitoring and supervision section 
and in the following section, general conduct for the protection of children and youth.  The behaviors 
and interactions of persons with children and youth that need to be monitored and supervised are 
covered in the section on general conduct for the protection of children and youth and in the 
guidelines for appropriate affection. 

 
1. Every program for children and youth must have established ratios for adults and children. 

Compliance with the established ratio is required at all times, including activities that occur off 
church premises. 
 

2. Church Personnel are prohibited from being alone with a child or youth or multiple children or 
youth where other adults cannot easily observe them. 
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3. Church Personnel over the age of 21 must directly supervise Church Personnel under the age of 

18 and be physically present during all activities.   Church Personnel under the age of 18 cannot 
count toward the required two adults that must be present. 
 

4. An up to date list of approved congregation-sponsored programs for children and youth will be 
maintained in the church office or other place where church records are kept. 
 

5. Church Personnel are not permitted to develop new activities for children and youth without 
approval from the rector or canonical equivalent. Requests to develop new activities should be 
submitted in writing to the rector. The rector will consider whether the plan for a new activity 
includes adequate adult supervision. 
 

6. Each program will develop age-appropriate procedures to ensure the safety of children and youth 
using restrooms and showers or baths. 
 

7. When supervising or assisting private activities such as dressing, showering or diapering infants or 
children, Church Personnel will remain in an area observable by other adults or work in pairs. 
 

8. At least two unrelated Church Personnel must supervise activities. When both boys and girls are 
participating, male and female adults must be present. 

 
 
D. General Conduct For The Protection Of Children And Youth 

The following guidelines are intended to assist Church Personnel in monitoring and supervising 
behaviors and interactions with children and youth to identify and stop those that may be inherently 
harmful to children or youth, that are the type used by child molesters to groom children, youth and 
their parents, or that may create the conditions where abuse can occur more easily. These guidelines 
should also be used to make decisions about interactions with children and youth in church sponsored 
and affiliated programs. They are not designed or intended to address interactions within families. 
When exceptions to these guidelines must be made, they should be reported to the supervisor of the 
Church Personnel making the exception as soon as possible. 

 
1. All Church Personnel who work with children or youth must agree to comply with the Diocese of 

West Virginia’s Guidelines for Appropriate Affection (Appendix A). 
 

2. No person will be allowed to volunteer to Regularly Work With Children or Youth until the 
person has been known to the clergy and congregation for at least six months. 
 

3. Programs for infants and children under six (6) years old will have procedures to ensure that 
children are released only to their parents or legal guardians or those designated by them. 
 

4. Church Personnel are prohibited from the use, possession, distribution, or being under the 
influence of alcohol, illegal drugs, or the misuse of legal drugs while participating in or assisting 
with programs or activities specifically for children or youth. 

 
5. Parents or guardians must complete written permission forms before Church Personnel transport 

children and youth for a church sponsored activity or for any purpose on more than an occasional 
basis. Church Personnel should avoid dropping off and/or picking up young people without 
being accompanied by another adult.  Encourage families to arrange their own transportation.  
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When this cannot be avoided, let at least two other people know when you are picking 
up/dropping off and when you expect to return. 
 

6. Church Personnel will respond to children and youth with respect, consideration and equal 
treatment, regardless of sex, race, religion, sexual orientation, culture or socio-economic status. 
Church Personnel will portray a positive role model for children and youth by maintaining an 
attitude of respect, patience, and maturity. They will avoid even the appearance of favoritism. 
 

7. One-to-one counseling with children or youth will be done in an open or public or other place 
where private conversations are possible but occur in full view of others. 
 

8. Church Personnel are prohibited from dating or becoming romantically involved with any child or 
youth. 
 

9. Church Personnel are prohibited from having sexual contact with any child or youth. 
 

10. Church Personnel are prohibited from possessing any sexually oriented materials (magazines, 
cards, videos, films, clothing etc.) on church property or in the presence of children or youth 
except as expressly permitted as part of a pre authorized educational program. 
 

11. Church Personnel are prohibited from using the Internet to view or download any sexually 
oriented materials on church property or in the presence of children or youth. 
 

12. Church Personnel are prohibited from discussing their own sexual activities, including dreams and 
fantasies, or discussing their use of sexually oriented or explicit materials such as pornography, 
videos or materials on or from the Internet, with children or youth. 
 

13. Church Personnel are prohibited from sleeping in the same beds, sleeping bags, tents, hotel rooms 
or other rooms with children or youth unless the adult is an immediate family member of all 
children or youth in the bed, sleeping bag, tent, hotel room or other room. It is acceptable to have 
multiple adults sleep with all the children or youth participating in one open space such as a 
church basement or camp lodge. 
 

14. Church Personnel are prohibited from dressing, undressing, bathing, or showering in the presence 
of children or youth. 
 

15. Church Personnel are prohibited from using physical punishment in any way for behavior 
management of children and youth. No form of physical discipline is acceptable. This prohibition 
includes spanking, slapping, pinching, hitting, or any other physical force. Physical force may only 
be used to stop a behavior that may cause immediate harm to the individual or to a child, youth or 
others. 
 

16. Church Personnel are prohibited from using harsh language, degrading punishment, or 
mechanical restraint such as rope or tape for behavior management. 
 

17. Church Personnel are prohibited from participating in or allowing others to conduct any hazing 
activities relating to children’s or youth ministry or camp activities. 
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Responding to Problems  
 
A. Reporting Inappropriate Behaviors or Policy Violations with children or youth 

1. When Church Personnel observe any inappropriate behaviors, behaviors that are inconsistent with the 
Guidelines for Appropriate Affection, or which may violate any provision of these Policies for the 
Protection of Children and Youth from Abuse, they must immediately report their observations. Examples 
of inappropriate behaviors or policy violations would be seeking private time with children or youth, 
taking children or youth on over-night trips without other adults, swearing or making suggestive 
comments to children or youth, or selecting or using staff or volunteers without the required 
screening. 

2. Such inappropriate behaviors or possible policy violations that relate to interactions with children or 
youth should be reported in one of the following ways: 

a. A telephone call or meeting with the immediate supervisor of the person, 
b. A telephone call or meeting with the rector, if the person is not the rector; 
c. A telephone call or meeting with a church warden if the person is the rector; 
d. A telephone call, meeting or fax to the bishop; 
e. Submit a Notice of Concern (Appendix B), signed or unsigned, to the bishop. 

3. All reports of inappropriate behavior or policy violations with children or youth will be taken 
seriously. 

 
B. Reporting Inappropriate Behaviors or Policy Violations with children or youth by Clergy 

1. Title IV as adopted by the 76th General Convention of the Episcopal Church in 2009 and in effect as 
of July 1, 2011 established clear procedures for how clergy misconduct would be handled.  If you 
believe that a minor has been subjected to inappropriate behavior or policy violations and the 
perpetrator is a member of the clergy (deacon or priest) reporting shall be done in accordance with 
diocesan canons and policies and the canons and policies of the Episcopal Church.  All accusations 
and complaints should be addressed to the diocesan intake officer.  The intake officer is defined by 
Title IV as “one or more persons designated by the Bishop Diocesan after consultation with the 
Disciplinary Board, unless otherwise selected pursuant to the diocesan canons, to whom information 
regarding Offenses is reported.” Contact the diocesan office to learn who the current intake officer(s) 
for the diocese is.   

2. If the perpetrator of inappropriate behavior or policy violations is a bishop, reporting shall be done in 
accordance with the canons and policies of the Episcopal Church.  All accusations and complaints 
regarding bishops should be addressed to the Episcopal Church’s intake officer.  The intake officer is 
defined by Canon IV.17.2.b as “a person appointed by the Presiding Bishop.” Contact the office of 
the Presiding Bishop to learn who the current intake officer is. 

 
C. Reporting Suspected Abuse of Children or Youth 

1. All Church Personnel are required by this policy to report known or suspected abuse of 
children or youth to the appropriate state authorities.  

2. Failure to report suspected abuse of children or youth may be a crime. Reports may be made 
confidentially or anonymously. Every state provides immunity from civil liability for persons required 
to report suspected abuse in good faith and without malice. Simply stated, “in good faith” means that 
the person submitting the report believes what he or she is reporting to be true.  

3. In addition to reporting to the state authorities, Church Personnel are required to report any 
suspected or known abuse of children or youth that may have been perpetrated by Church 
Personnel directly to the rector of the parish so that immediate and proper steps may be taken 
to ensure the safety of alleged victims.  
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4. Reports of suspected or known abuse that involve Church Personnel may be reported to the Diocese 
of West Virginia in the following ways: 

a. A telephone call, meeting or fax to the bishop;  
b. A telephone call or meeting with the rector, if the rector is not the person being complained 

about.  
c. Submit a Notice of Concern (Appendix B), signed or unsigned, to the bishop.  

5. The Diocese of West Virginia and its parishes will cooperate with any investigation by state authorities 
to the fullest extent appropriate and inform authorities that the Diocese of West Virginia will direct a 
concurrent internal investigation. 
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Appendix 
 
A. Guidelines For Appropriate Affection 
 
The Diocese of West Virginia is committed to creating and promoting a positive, nurturing environment for 
our children’s and youth ministries that protect our children and youth from abuse and our Church Personnel 
from misunderstandings. When creating safe boundaries for children and youth, it is important to establish 
what types of affection are appropriate and inappropriate, otherwise that decision is left to each individual. 
Stating which behaviors are appropriate and inappropriate allows Church Personnel to comfortably show 
positive affection in ministry, and yet identify individuals who are not maintaining safe boundaries with 
children or youth. These Guidelines are based, in large part, on avoiding behaviors known to be used by child 
molesters to groom children or youth and their parents for future abuse. The following guidelines are to be 
carefully followed by all Church Personnel working around or with children or youth. 
 

1. Love and affection are part of church life and ministry. There are many ways to demonstrate affection 
while maintaining positive and safe boundaries with children and youth. 

 
Some positive and appropriate forms of affection are listed below: 
• Brief hugs. 
• Pats on the shoulder or back. 
• Handshakes. 
• "High-fives" and hand slapping. 
• Verbal praise. 
• Arms around shoulders. 
• Holding hands while walking with small children. 
• Touching hands, faces, shoulders and arms of children or youth, when contextually appropriate.  
• Sitting beside small children. 
• Kneeling or bending down for hugs with small children. 
• Holding hands during prayer. 
• Pats on the head when culturally appropriate.  

 
2. The following forms of affection are considered INAPPROPRIATE with children and youth in 

ministry setting because many of them are the behaviors that child molesters use to groom children or 
youth and their parents for later molestation or can be, in and of themselves, sexual abuse. 
• Inappropriate or lengthy embraces. 
• Kisses on the mouth. 
• Holding children over three years old on the lap. 
• Touching bottoms, chests or genital areas other than for appropriate diapering or toileting of 

infants and toddlers. 
• Showing affection in isolated areas such as bedrooms, closets, staff only areas or other private 

rooms. 
• Occupying a bed with a child or youth 
• Touching knees or legs of children or youth. 
• Wrestling with children or youth. 
• Tickling children or youth. 
• Piggyback rides. 
• Any type of massage given by a child or youth to an adult. 
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• Any type of massage given by an adult to a child or youth. 
• Any form of unwanted affection. 
• Comments or compliments (spoken, written, or electronic) that relate to physique or body 

development. Examples would be, "You sure are developing," or "You look really hot in those 
jeans." 

• Snapping bras or giving wedgies or similar touch of underwear whether or not it is covered by 
other clothing. 

• Giving gifts or money to individual children or youth. 
• Private meals with individual children or youth. 
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B .  C O N F I D E N T I A L  N O T I C E  O F  C O N C E R N  

 
Individual(s) of Concern: _____________________________________________________________ 
 
Date of occurrence:  _____________________________________________________________ 
 
Time of occurrence:  _____________________________________________________________ 
 
Type of Concern: 
� Inappropriate behavior with a child or youth  
� Policy violation with a child or youth  
�Possible risk of abuse  
�Other concern:  _____________________________________________________________ 
    _____________________________________________________________ 
 
Describe the situation: What happened, where it happened, when it happened, who was involved, who was 
present, who was notified? If reported to the State, what was their recommendation about investigating? 
Attach additional sheets if needed. 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
Has this situation ever occurred previously? Attach additional sheets if needed. 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
What action was taken? How was the situation handled, who was involved, who was questioned, were police 
called? Attach additional sheets if needed. 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
What is the follow-up plan? Does anyone else need to be notified? Will the situation need monitoring? Would 
you like someone to call you to discuss this situation? Attach additional sheets if needed. 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
Submitted by: (Please print) _____________________________________________________________ 
Telephone number:  _____________________________________________________________ 
Location and address:  _____________________________________________________________ 
Signature:    ______________________________________  Date: _________________ 
 
Reviewed by:   _____________________________________________________________ 
 
 
Mail completed form to: Episcopal Diocese of West Virginia, PO Box 5400, Charleston, WV, 25361  
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C. Application Form, Code of Conduct, and Acknowledgment, Release and Signature 
 
Instructions   Please complete all of the questions accurately and fully. Attach additional sheets if needed. 
 
Today’s date:  ____________________________ 
 
Personal Data  
Name:   _______________________________________________________________ 

Street address:  _______________________________________________________________ 

City:   _______________________________________________________________ 

State:    _________________________ Zip: ___________________________ 

How long at current address: _________________________________________________________ 

Home phone:  _______________________________________________________________ 

Work phone:  _______________________________________________________________ 

Best time to contact you: _________________________________________________________ 

Email address:  _______________________________________________________________ 

Driver license number:  ____________________________ State: _____________________ 

Social Security number: _________________________________________________________ 

 
Are you legally eligible to work in this country? [  ] Yes [  ] No 
Note: If you are chosen for a paid position, you will be required to show documents verifying your employment eligibility and 
identity to complete the INS Form I-9 as required by the Immigration Reform and Control Act. 
 
Please list your addresses in the past five years: 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
 
For what position are you applying? ___________________________________________________ 
 
What interests you about the position for which you are currently applying? 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
 
What has prepared you for the position for which you are currently applying? 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
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Employment History  Please complete for your prior employer, covering the past TEN years. 
 
Current Employer  
Company name:  _________________________________________________________ 
Address:   _________________________________________________________ 
Immediate supervisor name: _________________________________________________________ 
Immediate supervisor phone number: ___________________________________________________ 
Position held:   _________________________________________________________ 
Dates of employment:   _________________________________________________________ 
Reason for leaving position: _________________________________________________________ 
 
Previous Employer  
Company name:  _________________________________________________________ 
Address:   _________________________________________________________ 
Immediate supervisor name: _________________________________________________________ 
Immediate supervisor phone number: ___________________________________________________ 
Position held:   _________________________________________________________ 
Dates of employment:   _________________________________________________________ 
Reason for leaving position: _________________________________________________________ 
 
Previous Employer  
Company name:  _________________________________________________________ 
Address:   _________________________________________________________ 
Immediate supervisor name: _________________________________________________________ 
Immediate supervisor phone number: ___________________________________________________ 
Position held:   _________________________________________________________ 
Dates of employment:   _________________________________________________________ 
Reason for leaving position: _________________________________________________________ 
 
Previous Employer  
Company name:  _________________________________________________________ 
Address:   _________________________________________________________ 
Immediate supervisor name: _________________________________________________________ 
Immediate supervisor phone number: ___________________________________________________ 
Position held:   _________________________________________________________ 
Dates of employment:   _________________________________________________________ 
Reason for leaving position: _________________________________________________________ 
 
Previous Employer  
Company name:  _________________________________________________________ 
Address:   _________________________________________________________ 
Immediate supervisor name: _________________________________________________________ 
Immediate supervisor phone number: ___________________________________________________ 
Position held:   _________________________________________________________ 
Dates of employment:   _________________________________________________________ 
Reason for leaving position: _________________________________________________________ 
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Volunteer Experience Include all experience working with children or youth 
Organization:  _________________________________________________________ 
Contact:  _________________________________________________________ 
Phone:   _________________________________________________________ 
Duties:   _________________________________________________________ 
Dates: from   ______________________ to_______________________________ 
 
Organization:  _________________________________________________________ 
Contact:  _________________________________________________________ 
Phone:   _________________________________________________________ 
Duties:   _________________________________________________________ 
Dates: from   ______________________ to_______________________________ 
 
Organization:  _________________________________________________________ 
Contact:  _________________________________________________________ 
Phone:   _________________________________________________________ 
Duties:   _________________________________________________________ 
Dates: from   ______________________ to_______________________________ 
 
Organization:  _________________________________________________________ 
Contact:  _________________________________________________________ 
Phone:   _________________________________________________________ 
Duties:   _________________________________________________________ 
Dates: from   ______________________ to_______________________________ 
 
Educational History  
Name of school: _________________________________________________________ 
Address:  _________________________________________________________ 
Type of school: _________________________________________________________ 
Name of program or degree: ___________________________________________________ 
Program completed?: _________________________________________________________ 
 
Name of school: _________________________________________________________ 
Address:  _________________________________________________________ 
Type of school: _________________________________________________________ 
Name of program or degree: ___________________________________________________ 
Program completed?: _________________________________________________________ 
 
Name of school: _________________________________________________________ 
Address:  _________________________________________________________ 
Type of school: _________________________________________________________ 
Name of program or degree: ___________________________________________________ 
Program completed?: _________________________________________________________ 
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Professional/Civic References  
Name:   _________________________________________________________ 
Address:  _________________________________________________________ 
Daytime phone: _________________________________________________________ 
How long have you known this person? _______________________________________ 
Relationship to you: _________________________________________________________ 
 
Name:   _________________________________________________________ 
Address:  _________________________________________________________ 
Daytime phone: _________________________________________________________ 
How long have you known this person? _______________________________________ 
Relationship to you: _________________________________________________________ 
 
Personal References  
Name:   _________________________________________________________ 
Address:  _________________________________________________________ 
Daytime phone: _________________________________________________________ 
How long have you known this person? _______________________________________ 
Relationship to you: _________________________________________________________ 
 
Name:   _________________________________________________________ 
Address:  _________________________________________________________ 
Daytime phone: _________________________________________________________ 
How long have you known this person? _______________________________________ 
Relationship to you: _________________________________________________________ 
 
 
Family Reference 
Name:   _________________________________________________________ 
Address:  _________________________________________________________ 
Daytime phone: _________________________________________________________ 
How long have you known this person? _______________________________________ 
Relationship to you: _________________________________________________________ 
 
 
Have you ever been accused of physically, sexually or emotionally abusing a child or an adult?  [ ] Yes [ ]No 
If yes, please explain. 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
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Code Of Conduct For The Protection Of Children And Youth 
Read and initial each item to signify your agreement to comply with the statement. 
 
______ I agree to do my best to prevent abuse and neglect among children and youth involved in church 
activities and services. 
 
______ I agree not to physically, sexually or emotionally abuse or neglect a child or youth. 
 
______ I have read and agree to comply with the policies for General Conduct For The Protection Of 
Children And Youth defined in the Policies for the Protection of Children and Youth from Abuse. 
 
______ I agree to comply with the Guidelines For Appropriate Affection with children and youth. 
 
______ In the event that I observe any inappropriate behaviors or possible policy violations with children or 
youth, I agree to immediately report my observations. 
 
______ I acknowledge my obligation and responsibility to protect children and youth and agree to report 
known or suspected abuse of children or youth to appropriate church leaders and state authorities in 
accordance with the Policies For The Protection Of Children And Youth From Abuse. 
 
______ I understand that the church will not tolerate abuse of children and youth and I agree to comply in 
spirit and in action with this position. 
 
Acknowledgment, Release and Signature 
To the best of my knowledge, the information contained in this application is complete and accurate. I 
understand that providing false information is grounds for not hiring me or choosing me for a volunteer 
position or for my discharge if I have already been hired or chosen.  
 
I authorize any person or organization, whether or not identified in this application, to provide any 
information concerning my previous employment, education, credit history, driving record, criminal 
conviction record, sexual offender registry or other qualifications for my employment or volunteering. I also 
authorize ____________ [Parish] to request and receive such information. 
 
If hired or chosen, I agree to be bound by _____________[Parish’s] policies and procedures, including but 
not limited to its Policies For The Protection Of Children And Youth From Abuse and Code Of Conduct For The 
Protection Of Children And Youth. I understand that these may be changed, withdrawn, added to or 
interpreted at any time at the _____________ [Parish’s] sole discretion and without prior notice to me.  
 
I also understand that my employment or volunteering may be terminated, or any offer or acceptance of 
employment or volunteering withdrawn, at any time, with or without cause, and with or without prior notice 
at the option of _____________ [Parish] or myself. 
 
Nothing contained in this application or in any pre-employment or pre-volunteering communication is 
intended to or creates a contract between myself and _____________ [Parish] for either employment, 
volunteering or the providing of any benefit. 
 
I have read and understand the above provisions. 
 
Signature: _____________________________________________  Date: _______________ 
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D. Diocesan Background Check Release Form 
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E. State Criminal Records and Sex Offenders Registries Information 
 
West Virginia State Police 
Criminal Identification Bureau 
Records Section 
725 Jefferson Road 
South Charleston, WV 25309 
(304) 746-2100 
 
Criminal background records are obtained through fingerprint checks. 
 
The WV Sex Offender Registry hotline (304) 746-2133. To search the online state sex offender registry, go to 
www.statepolice.wv.gov and click the sex offender  link at the top. The National sex offender registry can be 
found at www.nsopw.gov. These are free and public services.  
 
 
 
 
F. Diocesan Background Check and Screening Options 
 
To help congregations and other ministries in the Episcopal Diocese of West Virginia, the Diocesan office 
will provide access to the same resources that it utilizes for background checks and screening.  Please contact 
the diocesan office to find out procedures and current options.  This service is only available to congregations 
and diocesan ministries within the Diocese. 
 
As of June 2012, the Diocese utilizes two levels and forms of background checks and screenings.  The first 
and simpler option is a computerized background check that costs approximately $40.00 and is provided 
through SecureSearch (https://www.securesearchpro.com/).  This level of screening checks state/county 
criminal records, federal criminal records and national sex offender registries.  Additional charges apply for 
multiple county records checks and for driving history checks.   Churches are encouraged to establish their 
own accounts with SecureSearch or a similar provider to simplify routine searches. 
 
The second and more intensive form of screening involves five-year background reference check, credit 
report, motor vehicle history and criminal history in county and statewide jurisdictions.  This form of 
screening is provided through the Oxford Document Management Company (http://www.oxforddoc.com/) 
and costs approximately $135.  Additional fees apply for education verifications ($15 for each institution), 
Statewide Criminal history (prices vary), Federal Criminal History ($15), and additional County Jurisdictions 
($15 each). 
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G. Diocesan Safeguarding Requirements and Recommendations 
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E P I S C O P A L  D I O C E S E  O F  W E S T  V I R G I N I A  

S E X U A L  E X P L O I T A T I O N  P O L I C Y  

 
The Episcopal Diocese of West Virginia (The “Church”) does not tolerate sexual exploitation in any form. 
Sexual exploitation is the development or attempted development of a sexual relationship between a person 
in any ministerial position, lay or ordained, and an individual with whom he or she has a Pastoral 
Relationship. A Pastoral Relationship is a relationship: 
 
Between any clergy person and any person: 

• who attends a congregation or other ministry setting in which the clergy person serves;  
• who seeks ministry from the clergy person 

 
OR 
 
Between any clergy person or any duly-appointed lay person, whether employee or volunteer, who is 
authorized to provide and does provide: 

• counseling; 
• pastoral care; 
• spiritual direction or spiritual guidance; 
• ministration of any Sacrament (other than the distribution of the Bread and Wine by a lay person at a 

public service of Holy Communion); 
• life/leadership/peer coaching;  
• hearing a person’s confession, in the course of the duly-authorized ministry 

 
OR 
 
The following ministers licensed under Canon III.4: Pastoral Leaders, Worship Leaders, Preachers, 
Eucharistic Visitors, and Catechists and those they serve in the course of these ministries. 
 
Sexual exploitation includes but is not limited to the following actions: 

• Verbal: such as sexual innuendo, indecent proposals, sharing sexual stories, jokes or fantasies, or 
making inappropriate comments about someone’s appearance. 

• Behaviors: such as inappropriate touching, sending or posting communications with sexual content 
(correspondence, email, text messages, instant messages, photographs, attachments, phone 
conversations, voice mail, etc.) 

• Sexualizing a Pastoral Relationship or relationship between a clergy or lay person and anyone to 
whom he or she provides ministry (e.g., requesting dates, giving unwanted attention, etc.). 
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Reporting Suspected Sexual Exploitation – General Guidelines 
If you believe that you or someone else has been subjected to sexual exploitation, actions that violate this 
policy or inappropriate behavior, you may make your concerns known to the offending person if you are 
comfortable doing so, or you may report your concerns in accordance with the following: 
 
Reports of suspected or known sexual exploitation may be reported to: 

• the rector or clergy person in charge of the congregation  
• the Senior Warden of the congregation  
• The Bishop  
• The Canon(s) 

 
Via any of the following: 

• Telephone call  
• Letter  
• Email  
• Fax 
• In-person meeting  
• Filing a “Notice of Concern” 

 
Church Personnel are required to report any suspected or known policy violations to the rector or clergy 
person in charge of the congregation. 
 
All reports of sexual exploitation, policy violations, or inappropriate behavior under this policy will be taken 
seriously. 
 
Nothing in this posting or in the Church's sexual exploitation policy creates any legal rights that did 
not otherwise exist nor does the Church admit that it is covered by or subject to any federal, state, or 
local laws. 
 
 
Reporting Suspected Sexual Exploitation – Guidelines When Clergy Are Involved 
Title IV as adopted by the 76th General Convention of the Episcopal Church in 2009 and in effect as of July 
1, 2011 established clear procedures for how clergy misconduct would be handled.  If you believe that you or 
someone else has been subjected to sexual exploitation and the perpetrator is a member of the clergy (deacon 
or priest) reporting shall be done in accordance with diocesan canons and policies and the canons and policies 
of the Episcopal Church.  All accusations and complaints should be addressed to the diocesan intake officer.  
The intake officer is defined by Title IV as “one or more persons designated by the Bishop Diocesan after 
consultation with the Disciplinary Board, unless otherwise selected pursuant to the diocesan canons, to whom 
information regarding Offenses is reported.” Contact the diocesan office to learn who the current intake 
officer(s) for the diocese is.   
 
If the perpetrator of said exploitation/policy violation/inappropriate behavior is a bishop, reporting shall be 
done in accordance with the canons and policies of the Episcopal Church.  All accusations and complaints 
regarding bishops should be addressed to the Episcopal Church’s intake officer.  The intake officer is defined 
by Canon IV.17.2.b as “a person appointed by the Presiding Bishop.” Contact the office of the Presiding 
Bishop to learn who the current intake officer is. 
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General Definitions  
A. Church Personnel 

1. All clergy whether stipendiary, non-stipendiary, or otherwise who are engaged in ministry or service to 
the church. 

2. All paid personnel whether employed in areas of ministry or other kinds of services by the diocese, its 
congregations, schools or other agencies 

3. Those who contract their services to the diocese, its congregations, schools, or other agencies. 
4. Volunteers, including any person who enters into or offers him or herself for a church related service, 

or who actually assists with or performs a service, whether or not they have been selected or assigned 
to do so. Volunteers include members of advisory boards, Vestries, Bishop’s Committees, boards of 
directors and advisory boards. 

 
B. Persons Who Have Pastoral Relationships 
For purposes of this policy, the following Church Personnel are included in the definition of Persons Who 
Have Pastoral Relationships: 

• All clergy whether stipendiary, non-stipendiary, or otherwise.  
• All persons who have Pastoral Relationships. 
• The following ministers licensed under Canon III.4: Pastoral Leaders, Worship Leaders, Preachers, 

Eucharistic Visitors, and Catechists. 
 
C. Supervisors and Decision-Makers 

• All persons who supervise Persons Who Have Pastoral Relationships. 
• All members of decision-making bodies who have the authority to approve the creation of ministries, 

programs, church activities, or policies involving Pastoral Relationships or who 
• Standing Committees, Diocesan Councils/Executive Boards, Vestries, and Bishop’s Committees who 

appoint or approve Persons Who Have Pastoral Relationships as defined in this policy including all 
Standing Committees, Commissions on Ministry, Vestries, Boards of Directors for Schools, Bishops 
Committees and the like. 

 
Safeguards for Preventing Sexual Exploitation of Adults  
A. Screening and Selection 
Any and all Persons Who Have Pastoral Relationships shall be screened and selected using the following tools 
and procedures: 
 
Persons Who Have Pastoral Relationships shall be screened before engaging in Pastoral Relationships. 

1. Applicants shall be known to the leadership of the congregation for at least one year.  
2. Background Screening 

a. An Application form [or church deployment form] completed by the applicant that includes 
an authorization for the release of information to conduct background screening and 
reference checks (See Appendix A) and that also includes the Code of Conduct (Appendix F). 

b. Criminal Records Check for people who will be working with vulnerable adults in the home 
of the vulnerable adult in any state where the applicant has resided during the past seven (7) 
years, and other states, if any, as determined by the diocese. 

c. Sexual Offender Registry Check in any state where the applicant has resided during the past 
seven (7) years. 

d. Individual Interview with the applicant. 
e. Reference Checks of applicants should include at least one relative outside the congregation 

and at least one other person outside the congregation. 
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3. All information gathered about an applicant will be carefully reviewed and evaluated to make a 
determination, in consultation with others as necessary, of whether or not the person is appropriate to 
engage in Pastoral Relationships. 
 

4. Persons Who Have Pastoral Relationships must have a personnel file that is kept where other church 
records are kept. 
 

5. Criminal records checks and sexual offender registry checks will be conducted every five (5) years on 
Persons Who Have Pastoral Relationships. 
 

6. Persons Who Have Pastoral Relationships who transfer within the Diocese of West Virginia and 
apply for or are asked to or who do undertake a position in which they have Pastoral Relationships are 
required to undergo the same screening and selection process specified above. This requirement may 
be met through a transfer of a copy of their personnel file to the new congregation, school, agency, or 
program together with completion of a new application, individual interview and reference checks 
with the congregations, schools, agencies or other programs for which the applicant has had Pastoral 
Relationships since the screening was last done as shown in the applicant’s personnel file. 

 
B. Education and Training Requirements  
Persons Who Have Pastoral Relationships 
Before any person engages in Pastoral Relationships s/he is required to complete training on the prevention 
of sexual exploitation of adults. If that is not possible, this policy must be reviewed and discussed with 
her/him before s/he has Pastoral Relationships. The rest of the education and training must be completed 
within three months of beginning to have Pastoral Relationships. 
 
Supervisors and Decision-Makers of Persons Who Have Pastoral Relationships 
Within three months of becoming a Supervisor or Decision-Maker, individuals must complete training on the 
prevention of sexual exploitation of adults. 
 
C. Activities for Monitoring and Supervising Pastoral Relationships 
The monitoring and supervision of programs and activities involving Pastoral Relationships is important for 
safeguarding adults from sexual exploitation. Monitoring and supervision should include, but are not limited 
to: 

1. Maintaining an up to date list of approved Persons Who Have Pastoral Relationships in the church 
office or other place where church records are kept. 

2. Requiring that all new activities that include Pastoral Relationships have the approval of the rector or 
canonical equivalent before they start. Requests to develop new activities should be submitted in 
writing to the rector. The rector will consider whether the plan for a new activity includes adequate 
monitoring and supervision. 

3. Requiring that all Persons Who Have Pastoral Relationships be approved to do so by the rector or 
canonical equivalent in accordance with the Screening and Selection process above. 

4. Settings where Pastoral Relationships take place: 
• should, whenever possible, be places where casual monitoring by others is convenient (for 

example along well-traveled hallways or in areas where other Church Personnel work nearby) 
•  in open, visible spaces or in closed spaces that have windows that remain unobstructed by 

closed blinds, furniture, plants, or other adornments 
• should convey safety and comfort without the use of couches, loveseats, beds, futons or other 

furniture that would encourage close seating between the persons in the Pastoral Relationship 
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D. Behavioral Guidelines for the Prevention of Sexual Exploitation of Adults 
When creating safe boundaries for Persons Who Have Pastoral Relationships, it is important to establish what 
types of interactions are appropriate and inappropriate. Stating which behaviors are appropriate and 
inappropriate allows Church Personnel to comfortably show positive affection in ministry, and yet identify 
individuals who are not maintaining safe boundaries with other adults. 
 
These Guidelines are: 

• based, in large part, on avoiding behaviors known to be used by those who have engaged in sexual 
exploitation of adults  

• intended to assist Church Personnel and Congregants in monitoring and supervising behaviors and 
interactions of Persons Who Have Pastoral Relationships to help maintain appropriate boundaries at 
all times  

• intended to be used to make decisions about interactions of Persons Who Have Pastoral 
Relationships with those with whom they have a Pastoral Relationship  

• to be carefully followed by all who are involved in Pastoral Relationships   
 
Some appropriate interactions, as long as they are welcomed by the recipient, are listed below:   

• brief hugs  
• pats on the shoulder or back  
• kisses on the cheek  
• handshakes  
• holding hands during prayer   

 
Some inappropriate interactions in Pastoral Relationships and other ministries with adults include: 

• inappropriate or lengthy embraces   
• kisses on the mouth  
• touching sexual areas of the body  
• showing affection while in isolated areas such as bedrooms, closets, staff-only areas or other private 

rooms  
• any form of unwanted affection  
• comments or compliments (spoken, written, or electronic) that relate to a person’s body or 

appearance that are at all suggestive. Examples would be, “You should wear that outfit more often,” 
or “You look really hot in those jeans.” 

• giving gifts or money to favored individuals 
• Repeated and/or private meetings with individual adults, especially meetings that occur away from 

church property and during non-business hours 
• Repeated electronic communications, such as email or texts, especially those that contain personal 

disclosures or solicitations of an intimate relationship 
• Seeking excessive private time with a specific adult Changing one’s manner of dress when in the 

company of a specific adult 
• Providing a specific adult with personal access such as one’s personal email address or cell phone 

number that is not the norm 
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Appendix 
 
A. Acknowledgment, Release, and Signature for Inclusion in Application or with Church 
Deployment Office Form 
 
To the best of my knowledge, the information contained in this application is complete and accurate. I 

understand that providing false information is grounds for not hiring me or choosing me for a volunteer 

position or for my discharge if I have already been hired or chosen. I authorize any person or organization, 

whether or not identified in this application, to provide any information concerning my previous 

employment, education, credit history, driving record, criminal conviction record, sexual offender registry or 

other qualifications for my employment or volunteering. I also authorize ___________________ [Parish] to 

request and receive such information. 

 
If hired or chosen, I agree to be bound by ____________________________ [Parish’s] policies and 

procedures, including but not limited to its Poli c i es  for  the Prevent ion o f  Sexual Exploi tat ion o f  Adults 

and Code o f  Conduct  for  Persons Having Pastoral  Relat ionships . I understand that these may be changed, 

withdrawn, added to or interpreted at any time at the ______________________ [Parish’s] sole discretion 

and without prior notice to me. 

 
I also understand that my employment or volunteering may be terminated, or any offer or acceptance of 

employment or volunteering withdrawn, at any time, with or without cause, and with or without prior notice 

at the option of _____________________ [Parish] or myself. Nothing contained in this application or in any 

pre-employment or pre-volunteering communication is intended to or creates a contract between myself and 

____________________________ [Parish] for employment, volunteering or the providing of any benefit. 

 
I have read and understand the above provisions. 

 
 

Signature _______________________________________ Date _______________ 
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B. Specialized Questions for the Interview 
 
The following are sample questions that may help you screen out someone who is unable to maintain healthy 
boundaries with adults. 
 

1. Please tell me about the last time a member of your (congregation, youth group, office staff, etc.) 
demanded too much of your time. How did you handle that? 
 

2. Please give an example of a time in your work or volunteer history when you thought the policies 
were too rigid. How did you handle that? 

 
3. Please describe a time when you felt a special bond or friendship between yourself and a member of 

your (congregation, youth group, office staff, etc.). 
 

4. Please give an example of a “boundary violation.” Has that ever happened to you, or has anyone ever 
said that you violated a boundary of some sort? 

 
5. Has disciplinary action of any sort ever been taken against you by a licensing board, professional 

association, ecclesiastical body or educational or training institution? Have there been complaints 
against you that did not result in discipline? Are there complaints pending against you before any of 
the above-named bodies? If yes, please explain. 

 
6. Have you ever been asked to resign or been terminated by a training program or employer? If yes, 

please explain. 
 

7. Have you ever had a civil suit brought against you about your professional work or is any such action 
pending? Have you ever had professional malpractice insurance suspended or revoked for any reason? 
If yes, please explain. 

 
8. Have you ever been charged (formally or informally) with any ethics violations, sexual exploitation, 

sexual abuse or sexual harassment? Are any such actions or complaints pending against you? If yes, 
please explain. 

 
9. Are you now or have you ever had sexual contact or attempted sexual contact (sexual intercourse of 

any kind, intentional touching, or conversation for the purpose of sexual arousal) with any person you 
were/are seeing in any professional context or in a Pastoral Relationship (i.e. parishioner, client, 
patient, employee, student)? If yes, please explain. 

 
10. Are you now or have you ever been involved in the production, sale, or distribution of pornographic 

materials? If yes, please explain. 
 

11. Have you ever had a restraining order, injunction, order for protection or the like issued against you? 
Have you ever had your parental rights restricted, suspended or terminated or have any of your 
children ever been in foster care? Have you ever been accused of domestic violence? If so, please 
explain. 
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C. Specialized Questions for References 
1. Please give me an example of how _______________ maintains good boundaries with adults. 

 
2. Have you ever heard ________________ tell a joke or say something that made you or others 

uncomfortable? 
 

3. Would you be comfortable referring a vulnerable friend of yours to __________________ for 
pastoral counseling? Why? Why not? 

 
4. The position for which __________________ has applied requires that s/he be able to work closely 

with people whose lives may be in turmoil and who may not have good judgment at that point in 
time. Can you think of any reason that ________________ should not be allowed to do this work? 

 
 
D. Guidelines for Office Decor  
Spaces where Pastoral Relationships occur should be a relaxing and productive setting - ready at all times for 
use for Pastoral Relationships. The following are recommendations that will help create an environment that 
is peaceful and private while allowing appropriate supervision. 
 
Furniture 
Comfortable chairs set at a 45 degree angle from each other create a good area for conversation. Couches and 
loves seats are discouraged but if they are used Persons Who Have Pastoral Relationships should not sit on 
them with parishioners or other visitors. Having furniture that allows reclining can leave persons open to false 
allegations of inappropriate behavior. 
 
Artwork 
Artwork should be tasteful without offending the staff or other visitors. 
 
Windows 
Windows in walls or doors should be unobstructed by blinds, furniture, curtains, or posters so that the space 
is always available to casual monitoring. A sense of privacy can be maintained by arranging the furniture so 
that Persons Who Have Pastoral Relationships are always visible, but the parishioner or visitor does not feel 
exposed. 
 
Entrances 
If the space has a private entrance, and it is used, be sure staff knows when someone is in the space and when 
it is being used for Pastoral Relationships. 
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E. Guidelines for Providing Counseling 
• Limited number of sessions, generally no more than 4 or 5 on any particular life issue 
• Don’t go outside your area of expertise. Refer to a psychologist, credentialed professional, medical 

doctor, or mental health professional. 
• Even if you are separately credentialed and/or licensed as a mental health professional (psychologist, 

marriage and family therapist, substance abuse counselor, etc.) while you are functioning on behalf of 
the church you should: 
1. Make it clear to those you are serving that you are NOT serving in that role. 
2. If you function in that role while you are also functioning on behalf of the church, you should 

clearly separate those two roles by where you practice each and clearly communicate to all 
concerned of when you are functioning in each role. 

3. You must maintain in full force separate professional insurance coverage at all times for any work 
you do outside your church role. The insurance must have per occurrence limits of at least $ 
__________ and aggregate limits of at least $ ______, including coverage for Sexual Misconduct, 
however defined in the policy(s) in with limits of at least $_________ and name your church 
employer or church for whom you function in Pastoral Relationships as an additional insured. 

4. You must provide evidence of such insurance to your church employer or church for which you 
function in Pastoral Relationships annually. 
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F. Code of Conduct for Persons Who Have Pastoral Relationships  
Persons Who Have Pastoral Relationships: 

• understand that the church will not tolerate the sexual exploitation of adults it serves. 
• agree to not attempt to or to sexually exploit any person they serve or work with on behalf of the 

church. 
• agree to comply with the policies for general conduct with adults as defined in these Policies for the 

Prevention of Sexual Exploitation of Adults. 
• agree to comply with the _____________ [Parish] Code of Conduct for Persons Who Have Pastoral 

Relationships (Appendix F). 
• agree, whenever appropriate and possible, tol have one-to-one meetings with adults during 

regularly/publicly scheduled hours and by appointment on church property while others are present 
in the building or in other appropriate professional settings where they can be observed. 

• agree to maintain clear and appropriate boundaries and avoid even the appearance of impropriety. 
• agree to immediately end any sexual or inappropriate relationship with a person with whom he/she 

has a Pastoral Relationship or when he/she has questions about the implementation of these policies 
and immediately seek advice from the bishop, a trusted colleague or mental health professional. 

• agree to immediately report any inappropriate behaviors, boundary violations or possible policy 
• violations they observe under these policies. 

 
Acknowledge their obligation and responsibility to prevent sexual exploitation of adults and agree to report 
known or suspected sexual exploitation of adults to church leaders and state authorities in accordance with 
these policies. 
 
Persons Who Have Pastoral Relationships are prohibited from: 

• Dating or becoming romantically involved with those with whom they have a Pastoral Relationship as 
long as the Pastoral Relationship continues. If a Pastoral Relationship has been terminated for at least 
six (6) months, and the persons are in different congregations, dating may be permitted, with the 
advice and consent of the Bishop. 

 
• Having sexual contact with any person with whom he/she has a Pastoral Relationship 

 
• Possessing any sexually oriented materials (magazines, cards, videos, films, clothing etc.) on church 

property or using such materials in the conduct of their ministry unless the materials are part of a pre-
approved educational program or curriculum and are used only for that purpose, with the advice and 
consent of the Bishop 

• Using the Internet to view or download any sexually oriented materials on church property or from 
having it on church-owned computers, and from bringing such materials onto church property 
 

• Discussing their own sexual activities, including dreams and fantasies, or discussing their use of 
sexually oriented or explicit materials such as pornography, videos or materials on or from the 
Internet, with any person with whom they have a Pastoral Relationship 

 
 
Signed and agreed upon: ___________________________________________________________ 
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G. Confidential Notice of Concern – Sexual Exploitation 
 
Individual(s) of Concern: __________________________________________________________ 
 
Date of occurrence:  __________________________________________________________ 
 
Time of occurrence:  __________________________________________________________ 
 
Type of Concern: 
� Inappropriate behavior within a Pastoral Relationship 
� Policy violation with those served in ministry 
� Possible risk of an inappropriate relationship between adults of unequal power   
�Other concern:     
    __________________________________________________________ 
   
Describe the situation: What happened, where it happened, when it happened, who was involved, who was 
present, who was notified? If reported to the State, what was their recommendation about investigating? 
Attach additional sheets if needed. 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
 
Has this situation ever occurred previously? Attach additional sheets if needed. 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
 
What action was taken? How was the situation handled, who was involved, who was questioned, were police 
called? Attach additional sheets if needed. 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
 
What is the follow-up plan? Does anyone else need to be notified? Will the situation need monitoring? Would 
you like someone to call you to discuss this situation? Attach additional sheets if needed. 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
 
Submitted by: (Please print) __________________________________________________________ 
Telephone number:  __________________________________________________________ 
Location and address:  __________________________________________________________ 
Signature:    ___________________________________  Date: _________________ 
 
Reviewed by:  _____________________________________________________________ 
 
 
Mail completed form to: Episcopal Diocese of West Virginia, PO Box 5400, Charleston, WV, 25361 



 
E P I S C O P A L  D I O C E S E  O F  W E S T  V I R G I N I A  

S E X U A L  H A R A S S M E N T  P O L I C Y  

 
The Episcopal Diocese of West Virginia (the "Church") prohibits sexual harassment of Church Personnel1 by 
anyone (including supervisors or decision-makers, co-workers, consultants, vendors and other individuals). Such 
sexual harassment is prohibited. The behavior of individuals engaging in such conduct, or supervisors or 
decision-makers who knowingly allow such behavior to continue, will not be tolerated. 
 
All church personnel, whether supervisory or non-supervisory, and whether paid or volunteer, are prohibited 
from engaging in the conduct prohibited by this policy. 
 
A. Prohibited Behavior 

As noted above, the Church prohibits all forms of sexual harassment in the Church. Specific definitions 
and examples of sexual harassment are set forth below. 

 
1. Sexual Harassment 

Sexual harassment is prohibited by this Policy. Sexual harassment includes unwelcome sexual advances 
and requests for sexual favors. Other unwelcome conduct which may constitute sexual harassment 
includes, but is not limited to, the following: 

 
Verbal: 
• repeated sexual innuendos, sexual epithets, derogatory slurs, off-color jokes (for example, jokes that 

include sexual language, innuendo, references, scenarios, etc.); 
• propositions, threats, or suggestive or insulting sounds (for example, comments about body, 

sexuality, etc., including insults and innuendo) even if the comment is about someone else;  
• inappropriate e-mail (for example, e-mail that includes sexual jokes or other references of a sexual 

nature about any person, gossip or speculation about a person's sexuality, sexual practices, sexual 
health, pregnancy, virility, etc.). This includes e-mail that was sent accidentally, for example by hitting 
the "forward" button instead of "reply," or forgetting that a particular individual or worker is on one 
of your group lists. 

 
Visual/Non-Verbal: 
• derogatory posters, cartoons or drawings (for example, cartoons and calendars that include nudity, 

sex acts, provocative poses, innuendo, sexual language, etc.);  
• suggestive objects or pictures (for example, photographs that include nudity, sex acts, provocative 

poses; wallpaper, Screensavers, or other electronic displays of a sexual nature); 
• graphic commentaries; leering; or obscene gestures (for example, vulgar gestures, gestures simulating 

sexual acts, "shooting the finger," kissing the air toward someone or licking the lips in a sexually 
suggestive or provocative manner). 

 
 
 
                                                
1 The definitions of terms used in this Policy are set forth in Section B of this Policy. 
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Physical: 
• Unwanted physical contacts (including touching, interference with an individual's normal work 

movement, unwelcome displays of romantic or sexual affection, aggressive physical contact or 
assault); and 

 
 Other: 

• Making or threatening reprisals to an individual who opposes, objects to or complains about sexual 
harassment; possession of inappropriate material of a sexual nature in the Church or its display, 
duplication, or transmission. 

 
Such verbal and physical conduct may constitute harassment when: 

1. Submission to such conduct is made either explicitly or implicitly a term or condition of an 
individual's employment or other Church work;  

2. Submission to or rejection of such conduct by an individual is used as a basis for employment or 
other Church work decisions affecting such individual;  

3. Such conduct has the purpose or effect of unreasonably interfering with an individual's work 
performance or creating an intimidating, hostile or offensive working environment.  

 
2.  Retaliation 
The Church will not take any action in retaliation against any Church Personnel who, in good faith and with a 
genuine belief that he/she has been sexually harassed, brings or voices a complaint pursuant to this Policy or 
otherwise opposes sexual harassment. In addition, the Church will not tolerate any retaliatory acts by other 
individuals. 
 
Retaliation is a serious violation of Church policy and applicable law. If you believe you have been subjected to 
retaliation in violation of this Policy, you should report your complaint immediately in the manner specified in 
Section B below. Individuals will be subject to discipline, up to and including termination if they are found to 
have retaliated against an individual because such individual (1) in good faith and with a genuine belief that 
he/she has been subjected to sexual harassment, made an honest complaint about such conduct, (2) participated 
honestly and in good faith in any investigation into a sexual harassment complaint, and/or (3) in good faith 
opposed acts of sexual harassment. 
 
B. Procedure for Reporting Sexual Harassment in Retaliation 
1. General Procedures Applicable to All Church Personnel 
If you believe that the actions or words of a supervisor/manager, co-worker, customer, vendor, volunteer, or 
other individual in the Church constitutes illegal or prohibited sexual harassment, you have a responsibility to 
promptly report that behavior to the Church's management. Prompt reporting enables the Church to stop the 
sexual harassment, before it becomes severe or pervasive. 
 
If you believe you have been the victim of any form of sexual harassment or retaliation, you must promptly give 
notice of your complaint to one or more of the following: 

1. Your supervisor;  
2. Anyone in your supervisory chain;  
3. The rector or clergy person in charge of the congregation, or other priest canonically resident in West 

Virginia; 
4. A warden of the congregation;  
5. The bishop; and/or  
6. The Canon(s)  
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You are not required to complain to your supervisor or within your chain of command. In addition, to reporting 
the offending behavior to one of the people listed above, you are encouraged to speak directly to the individual 
whose conduct you find objectionable. You are not required to do this, and it is suggested for you to consider 
doing so only if you are comfortable doing it. If you decide to speak directly to the person involved, you may 
find that clear communication can sometimes resolve an issue immediately, as well as build greater understanding 
between individuals in the Church. 
 
You may formally or informally complain to any of the above personnel via any of the following: 

1. Telephone call;  
2. Letter;  
3. E-mail;  
4. Fax;  
5. In-person meeting; and/or  
6. Filing a "Notice of Concern." 

  
All supervisors and decision-makers are required to report all formal and informal complaints, as well as any 
suspected or known policy violations, immediately to the rector or clergy person in charge of the congregation 
(for parishes) or Canon to the Canon to the Ordinary, Safe Church Coordinator, or bishop (for dioceses), even if 
the complainant asks the supervisor or decision-maker to keep the complaint confidential, or indicate that the 
complainant does not wish to file a formal complaint. Church Personnel are required to report immediately any 
suspected or known policy violations to the rector or clergy person in charge of the congregation. 
 
All supervisors and decision-makers are expected to act promptly and appropriately to prevent (1) sexual 
harassment in the Church, and (2) retaliation against those who make a good faith complaint of sexual 
harassment, or those who participate honestly and in good faith in either an investigation of a complaint or 
oppose illegal or prohibited sexual harassment in the Church. 
 
All complaints of sexual harassment will be reviewed and investigated promptly and impartially by the Church's 
management and/or its designee. Complaints may be made orally or in writing. Once Church management 
receives notice of any complaint of sexual harassment it will swiftly determine whether or not a fact-finding 
investigation is necessary. If it is determined that a fact- finding investigation is necessary, it will be launched 
promptly. If necessary, intermediate measures may be taken before completing the investigation to ensure that 
further sexual harassment does not occur. 
 
Moreover, the Church will protect the confidentiality of the allegations to the extent possible; however, no 
individual can be promised or guaranteed strict or absolute confidentiality. For example, information may have 
to be disclosed to those officials and/or Church Personnel with a need to know in order to carry out the purpose 
and intent of this Policy. 
 
Corrective or disciplinary action will be taken against any Church Personnel found to have engaged in sexual 
harassment. Such action may include counseling and/or appropriate disciplinary measures, up to and including 
termination. 
 
As the complaining party, you will be given notice, in a timely fashion, of the outcome of the investigation of any 
formal or informal complaint. 
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2. Procedures Applicable to Cases involving Clergy 
Title IV as adopted by the 76th General Convention of the Episcopal Church in 2009 and in effect as of July 1, 
2011 established clear procedures for how clergy misconduct would be handled.  If you believe that you or 
someone else has been subjected to sexual harassment and the perpetrator is a member of the clergy (deacon or 
priest) reporting shall be done in accordance with diocesan canons and policies and the canons and policies of 
the Episcopal Church.  All accusations and complaints should be addressed to the diocesan intake officer.  The 
intake officer is defined by Title IV as “one or more persons designated by the Bishop Diocesan after 
consultation with the Disciplinary Board, unless otherwise selected pursuant to the diocesan canons, to whom 
information regarding Offenses is reported.” Contact the diocesan office to learn who the current intake 
officer(s) for the diocese is.   
 
If the perpetrator of sexual harassment is a bishop, reporting shall be done in accordance with the canons and 
policies of the Episcopal Church.  All accusations and complaints regarding bishops should be addressed to the 
Episcopal Church’s intake officer.  The intake officer is defined by Canon IV.17.2.b as “a person appointed by 
the Presiding Bishop.” Contact the Office of the Presiding Bishop to learn who the current intake officer is. 
 
3. Additional Options for Church Employees, Not Volunteers 
This section provides additional options for Church employees, not volunteers, who believe they have been the 
victim of any form of sexual harassment, as prohibited by federal, state or local law. 
 
If you are a Church employee, not a volunteer, as defined under this Policy and you believe you have been the 
victim of any form of illegal sexual harassment, in addition to the procedure set forth above, you also have the 
option of consulting with an attorney and/or filing a complaint with the West Virginia Human Rights 
Commission (“WVHRC”), as well as pursuing any other remedies permitted by law. 
As a general matter, the time frame for filing a complaint with the WVHRC 365 days from the date of the 
alleged act of unlawful sexual harassment. 
 
The Church employee must note that these time limits typically do not run from the date that the complaint 
made to the Church is resolved but from the date the act of sexual harassment is alleged to have occurred. Please 
note that this is not legal advice. Individual employees are responsible for confirming the time frames for filing a 
complaint with these administrative agencies by contacting the agencies themselves and/or counsel. 
 
Nothing in this posting or in the Church's sexual harassment policy creates any legal rights that did not 
otherwise exist nor does the Church admit that it is covered by or subject to any federal, state, or local 
laws. 
 
 
C. General Definitions  
1. Church Personnel 

For purposes of this Policy, the term "Church Personnel" shall mean: 
a. All clergy whether stipendiary, non-stipendiary, or otherwise who are engaged in ministry or service 

to the Church; 
b. All paid personnel (including Church employees) whether employed in areas of ministry or other 

kinds of services by the diocese, its congregations, schools or other agencies.  
c. Those who contract their services to the diocese, its congregations, schools, or other agencies;  
d. Volunteers, including any person who enters into or offers him or herself for a Church related 

service, or who actually assists with or performs a service, whether or not they have been selected or 
assigned to do so. Volunteers include members of advisory boards, vestries, bishop's committees, 
boards of directors and advisory boards.  

e. All interns, persons in the ordination process, persons serving in field education assignments.  
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2. Church Employees 
For purposes of this Policy, the term "Church employees" shall mean all individuals hired by the Church who are 
employees of the Church for purposes of federal, state and/or local discrimination and harassment laws. 
 
3. Supervisors and Decision-Makers 
For purposes of this Policy, the term "supervisors and decision-makers" shall mean: 

a. All persons who have the express authority to hire, select, supervise, discipline, promote, demote, 
terminate, set compensation or other terms and conditions of employment;  

b. All persons who have the express authority to recruit, duly appoint, select, license, discipline, 
supervise, terminate, or set terms and conditions of volunteer service;  

c. All members of decision-making bodies who have the authority to approve the creation of ministries, 
programs, Church activities, or personnel policies.  

d. Standing Committees, Diocesan Councils/Executive Boards, Vestries, and Bishop's Committees who 
appoint or approve Persons Who Have Pastoral Relationships as defined in this Policy including all 
Standing Committees, Commissions on Ministry, Vestries, Boards of Directors for Schools, Bishops 
Committees and the like.  

 
D.  Education and Training Requirements 
 
1. Church Personnel 
Church Personnel are required to take training on sexual harassment and the organization's sexual harassment 
policy. Existing Church Personnel must be trained within three (3) months of the effective date of this Policy. 
New Church Personnel must be trained before they start work in their Church position. If that is not possible, 
the Policy must be reviewed and discussed with them before they start work and the training must be completed 
within three (3) months of starting. 
 
2. Supervisors and Decision-Makers 
Supervisors and decision-makers must complete training on sexual harassment, including preventing and 
responding to sexual harassment, within three (3) months of the effective date of this Policy, or of becoming a 
supervisor or decision-maker. 
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E. Confidential Notice of Concern – Sexual Harassment 
 
Individual(s) of Concern: __________________________________________________________ 
 
Date of occurrence:  __________________________________________________________ 
 
Time of occurrence:  __________________________________________________________ 
 
Type of Concern: 
� Sexual Harassment - Verbal 
� Sexual Harassment – Visual/Non-Verbal 
� Sexual Harassment - Physical   
�Sexual Harassment - Retaliation 
�Other concern:     
    __________________________________________________________ 
   
Describe the situation: What happened, where it happened, when it happened, who was involved, who was 
present, who was notified? If reported to the State, what was their recommendation about investigating? Attach 
additional sheets if needed. 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
 
Has this situation ever occurred previously? Attach additional sheets if needed. 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
 
What action was taken? How was the situation handled, who was involved, who was questioned, were police 
called? Attach additional sheets if needed. 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
 
What is the follow-up plan? Does anyone else need to be notified? Will the situation need monitoring? Would 
you like someone to call you to discuss this situation? Attach additional sheets if needed. 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
 
Submitted by: (Please print) __________________________________________________________ 
Telephone number:  __________________________________________________________ 
Location and address:  __________________________________________________________ 
Signature:    ___________________________________  Date: _________________ 
 
Reviewed by:  _____________________________________________________________ 
 
 
Mail completed form to: Episcopal Diocese of West Virginia, PO Box 5400, Charleston, WV, 25361 
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