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Alliance of Massachusetts YMCAs Child Protection Plan: 
Tools for Implementing Recommended Policies & Guidelines 

 

The Alliance of Massachusetts YMCAs takes the prevention of child abuse very seriously. YMCAs understand that 
child abuse and inappropriate contact of children is a pervasive problem throughout the United States that must be 
managed in a proactive manner if we are to protect those in our care. A Special Commission was established by the 
Alliance of Massachusetts YMCAs to direct statewide efforts regarding child abuse prevention, establishment of 
recommended policies and guidelines, and the coordination of comprehensive statewide communications and 
education. The Commission is committed to taking proactive steps to protect children in YMCA programs and 
facilities, and is proud to offer support and provide resources to YMCAs throughout Massachusetts.  

The Alliance of Massachusetts YMCAs Special Commission on Child Protection has developed and endorsed the 
following policies and guidelines to guide programs across the state and minimize the potential for an abuse incident 
to occur. Consultation with leading authorities and reports from YMCA of the USA, Praesidium, and The Redwoods 
Group has resulted in the collection of the policies and practices listed in ‘Child Protection: Recommended Policies & 
Guidelines’, which are vital to the protection of children in our programs and facilities, and thus should be shared 
with and applied to all staff (including volunteers). Some of the items may already be in place at your YMCA, some 
will strengthen your current standards; all of the recommendations are proven strategies to help keep children safe. 

All practices contained in this document are strongly recommended, yet it is recognized that each association 
will adapt them to its own circumstances. In order to assist your YMCA incorporate these practices into the day-to-
day operations of your programs and facilities, a Task Force on Child Protection has compiled resources to help your 
staff carry out the recommendations. The Alliance of Massachusetts YMCAs Child Protection Plan outlines policies 
within the four elements of screening and hiring, training, supervision, and feedback systems. Corresponding 
sample documents and additional support from various sources can be found within the following pages to 
support the implementation of Alliance of Massachusetts YMCAs Child Protection Recommended Policies & 
Guidelines.   

 
Essential Elements of a Child Protection Plan 

1. Screening and Hiring  

Every YMCA must establish and sustain proper hiring and volunteer selection practices, including 
completed applications, reference checks, Criminal Background checks, Social Security checks and 
documented personnel files. 

2. Training 

The rules and expectations will be shared with each new employee/volunteer and regularly reinforced 
with existing staff and volunteers. This should be done in new employee training, abuse prevention 
training, the use of a comprehensive Code of Conduct and an employee handbook 

3. Supervision 

Through day-to-day interaction, unannounced visits, regular audits and performance reviews you and 
your leaders should know if your staff and volunteers understand and follow all of the association 
protocols.  

4. Feedback System  

No matter how well you supervise your staff, you can’t see everything all of the time. It’s very important 
to instruct your staff/volunteers to report anything they notice regarding a gap between protocols and 
practices. It’s also very important to get the parents and families of the children in your programs to 
know and understand the Code of Conduct so that they can “help you supervise.” Parents should be 
educated and then encouraged to ask their children about issues such as bathroom procedures, what 
happens on the bus and, ultimately, if anything is making them uncomfortable at the YMCA. Feedback 
and community involvement are vital components of staff supervision and abuse prevention. 
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Beginning the Implementation Process 

 

Attempting to implement these recommendations can seem overwhelming – there are many programs to consider, 

strategies to incorporate, and decisions to make. Although these changes will not take place overnight, the commitment 

to make YMCAs even safer for children and youth begins immediately. Work with your staff and board to determine 

which steps can be implemented first and establish a timeline for the first months. With dedication and creativity, these 

items will soon become ingrained in the culture of your YMCA. 

 

When determining which steps and practices to implement first, it may make sense to consult ‘First Steps to Safety,’ 

located in the following pages. This one-page list consists of key points from within the ‘Recommended Policies & 

Guidelines’ document that should not be overlooked. It can be utilized by all YMCAs, regardless of size, staffing, or 

financial challenges.  Additionally, an operations ‘checklist’ that may be useful when incorporating this manual into the 

day-to-day procedures at your YMCA is provided.   

 
You are encouraged to seek out colleagues to discuss challenges and successes in your Child Protection movement.   The 

members of the Special Commission and Task Force on Child Protection are also excellent resources to turn to for 

additional ideas or process guidance. If you are a multi-branch association, involve leaders from across branches to 

internally assess and strengthen the safety of children you serve. 

 

Abiding by the recommendations made by the Special Commission on Child Protection will maximize our effectiveness in 

protecting our children from those who want to do them harm. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

First Steps to Safety 

 The following methods have been selected from ‘Recommended Policies & Guidelines’ as measures that ALL YMCAs can 
begin to incorporate now to protect children in their programs. Consider how these crucial actions can all be 
implemented in the upcoming weeks and months. Keep in mind that this list is not comprehensive; refer to the ‘Tools for 
Implementation Manual’ for subsequent steps. 

 
1. Screening & Hiring 

a. Documented reference checks – to past employers, volunteer supervisors, and a family member 
(see p. 20 for more) – may be time-consuming, but must be a priority 

b. Web Search – look for applicant on Google, www.nsopw.gov, social networking sites. Check sex 
offender registry for staff/volunteers and members 

c. Double-person interview – before hiring decision is made, each applicant should be interviewed by 
(or at minimum, interact with) two current staff members 

d. Statement on abuse prevention - at hire/interview 

e. Check employee files to review (i.e. – two per week – ‘spot audit’) 

 

2. Training/Education 

a. Actionable Code of Conduct – signed, documented, enforced (share the rules!) 

i. No Babysitting/Outside Contact Policy – document and file any pre-existing relationships; 
staff and family must sign approved waiver 

ii. Develop Electronic Communication policy – share these rules with all staff/volunteers; 
must sign and agree to standards 

b. Baseline Child Abuse Training – educate staff and child-serving volunteers on sexual abuse basics – 
incorporate periodic refreshers during staff meetings, email blasts, etc. 

 

3. Supervision & Performance Management  

a. Supervision of Staff/facilities: 

i. Locker/Changing Room Sweeps and facility walk-through – frequently and sporadically. 
Establish and maintain this practice as part of the YMCA culture 

ii. Program Audits –maintain presence/communication with offsite and remote program areas; 
monitor staff – document and follow up on results (retraining, remediation, rewards, 
discipline), unannounced audits/drop-ins (especially for mentoring) 

iii. Performance Evaluations - include safety/adherence to the code of conduct  

b. Supervision of children: 

i. Group bathroom breaks - or send kids one at a time (where it is established that bathroom is 
secure) as often as possible  

ii. Strive to eliminate 1-to-1 alone contact with kids - (no adult should be alone with a child) -        
1-to-1 contact should not happen if we are to create an abuse-free environment. Keep a log or 
record of 1-to-1 alone contact with a child. Interactions should be observable and 
interruptible. 

 

4. Feedback Systems 

a. Parental Feedback System – give contact information for parents to call appointed staff with 
concerns; post code of conduct online; distribute Child Abuse Prevention information at welcome 
desk...many ways to share this information 

b. Document & Follow-up on reports – log any and all complaints, red flags, rule stretching or 
violations – intervene at the first sign of bullying and sexualized behavior, have someone review 
reports periodically.  

http://www.nsopw.gov/


 
 
 
 

OPERATIONS CHECKLIST 
 
 
Hiring Practices and Screening 
 

1. YMCAs of MA materials are located in the ‘Tools for Implementation Manual’ and may be incorporated to 

support current hiring documents. Please distribute these items to the appropriate departments and 

individuals at your YMCA. 

a. Applications – 100% completed, signed 

b. Criminal Background Checks – reviewed and filed 

c. Reference Checks – properly documented 

2. Social Security Checks – contact current CBC provider to ask for this option 

3. Interviews – each candidate assessed by two staff members (see forms in Manual) 

4. Web Search – perform a search on Google and www.nsopw.gov using the person’s full name 

Training Procedures 
 

1. Evaluate the Code of Conduct currently in use; ensure that child protection standards are included (see 

‘Tools for Implementation Manual’ for template). Review annually with all staff and volunteers 

2. Electronic Communication Policy – see ‘Tools for Implementation Manual’ for template; all staff and 

volunteers sign 

3. Child Abuse Prevention Training – consider current training options/trainer schedule 

4. Assist trainers within your association in receiving ‘Train the Trainer’ Y-USA instruction 

5. Follow-up/Refresher Training – review current training options and schedules 

6. Review policies every three years; make sure language is clear 

Supervision & Performance Management - Staff Expectations & Program Operations 
 

1. Evaluate opportunities for one-on-one contact within all programs 

2. Assess locker room and bathroom monitoring options; communicate with all staff 

3. Evaluate current bathroom and diapering procedures; train staff as necessary 

4. Review child physical contact guidelines with staff (hugging, etc) 

5. Document pre-existing staff-child relationships, complete and file waivers (babysitting) 

6. Schedule announced and unannounced visits to program sites & classrooms; distribute guidance 

materials for supervisors (see ‘Tools for Implementation Manual’) 

7. If possible, perform regular software scans and check YMCA computers for illicit material 

8. Appoint a monitor for YMCA social networking sites; check content for comments and appropriate 

communication 

 

 

 

http://www.nsopw.gov/


9. Review current transportation methods and consider any changes that could make vehicles safer for 

youth (log system, monitors on board, ratios, staff positioning) 

10. Confirm proper pick-up and drop-off procedures are in place for programs – log book, ID check, etc. 

11. Collaborate with staff to make sure sweeps of the facility are completed throughout the day, especially in 

locker rooms and during high-traffic times. Post log in locker room. 

Feedback & Reporting Systems 
 

1. Parental Education- consider options for sharing rules and expectations with parents (post code of 

conduct on website, share babysitting policy, place abuse prevention information at front desk, encourage 

parents to visit programs in which their child participates, etc.) 

2. Distribute/post contact information of two staff members within the Association (one male, one female) 

for anyone to call with concerns or suspicions of abuse or inappropriate behavior 

3. Review Abuse Reporting Policy -  update agency numbers and other information  

4. Consider implementing a Progressive Discipline Policy for youth who bully and show aggression to others 

– share this policy with child-serving staff 

5. Compile list of necessary external numbers needed after an allegation of abuse – insurance company, 

crisis communication team, YUSA Resource Director, and others. 

6. Determine a centralized, secure location to keep files and information from an investigation 
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1. Screening & Hiring  

Every YMCA must establish and sustain proper hiring and volunteer selection practices, including 

completed applications, reference checks, Criminal Background checks, Social Security traces and 

documented personnel files. The screening & hiring process is a fundamental component in 

protecting children – all volunteers and employees must be approved through a detailed process 

before having access to YMCA participants. 

The Task Force’s recommendation is that all YMCAs in Massachusetts utilize the same documents 

in the hiring process. In this section, you will find the necessary paperwork to select high-quality 

employees and volunteers for your YMCA. An application, reference check form, CORI consent and 

request form, guidance to interviewing candidates, and additional resources compiled here for 

your use.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

   

         Child Protection 
Required Standard Operating Procedures 

This policy applies to all staff and volunteers 
 

Screening & Hiring Process 
 
Full Employment applications- must be completed 100%     

All applications must be signed.  
 

 Social Security trace- verification must be done through  
social security office or viable and bona-fide external service 
Required for all staff & all volunteers 

 
Criminal background check 

 CORI Completed in Commonwealth of Massachusetts    
 SORI completed in Commonwealth of Massachusetts 
 Private investigative service must be used if candidate 

has lived/worked out of state. Private sector resources include: 
HireRight Inc.   Private Eyes Inc.  
IMI Data Inc.   American Background Check 
Intellicorp  Trudiligence 
CheckPast  Intelius 

 
Reference check – documented (Must complete at least three!) 

 Utilization of consistent form & set questions  
 Ask specific questions about ability of applicant to work with children 
 If applicant has child-related volunteer experience, contact for  

additional references 
 Family Member Reference Check Explanation  
 Reference checks must be completed by hiring supervisor or human resources 

 
Interviews 

 All candidates should be interviewed by a minimum of two  
(2) staff professionals (can include a ‘working interview’ 
 or ‘Realistic Job Preview’) 

 Utilization of consistent form and questions  
 Utilization and completion of interview evaluation form 
 Read and agree to ‘YMCA Code of Conduct’  

 
Web Search 

Two steps: 
 Perform Google Search on person’s full name.  
 Web search national sexual predator web sites. www.nsopw.gov. 
 Check common social networking sites for the individual’s content 
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   YMCA (Name) Application for  
Employment - 2010 

Position(s) being applied for: _______________ 
 

We consider each application without regard to age, race, gender, color, 

religious creed, national origins, sexual orientation, criminal record, mental 

illness, handicap, disability, marital status or any other legally protected 

status pursuant to relevant federal, state and local laws. Reasonable 

accommodations will be made for applicants with disabilities and 

qualified new hires.  

 
Notice to Applicants and Employees 

The YMCA maintains a "zero tolerance" 

for abuse. Screening tests for alcohol and illegal drug 

use may be required before hiring and during 

employment. 

Please type or print. Application must be completely filled out in order to be considered. 
 

Personal Data 
 

Name   Social Security #   

 
Address  Home Phone   
 
Email address  Cell Phone   

 
City   State  Zip   

 

 

Previous residence if less than five (5) years:    
 

City/State    
 

 
If necessary, best time to call you at home is…………………………………………………   AM/PM 

 

May we contact you at work? ………………………………………………………………… 

 

 Yes 

 

 No 
 

If yes, work number and best time to call……………… (  ) 
 

  AM/PM 
 

If you are under 17 years of age and it is required, can you furnish a work permit?  ………… 

 

 Yes 

 

 No 
 

If no, please explain    
 

Have you ever worked at another YMCA?   _____No _____Yes    If yes, where? _________________________ 

 
Have you ever pleaded guilty or no contest to or been convicted of: 

• felonies or misdemeanors? No Yes, detail    

• offenses against persons or family, or public indecency?  No  Yes, detail    

 
Answering "yes" to these questions does not constitute an automatic bar to employment. 

 

Employment Availability 
 

What type of position are you applying for: Location:    

 Full Time 
(32.5 hours or more per 

week) 

 Regular Part-Time 
(up to 32 hours per week – 
and 6 months or more) 

 Seasonal 
(FT or PT, less than 3 months) 

 Other 

 

When are you available (check all that apply)? Available start date?    

 Mornings  Days  Evenings  Late Evenings   Weekends



 

Employment & Volunteer History 
 

 

Provide the following information of your past and current employers or assignments, starting with the most recent (use 

additional sheets if necessary). 

 
 
 
 
Employer Telephone 

  (  ) 

Address 

 
Starting job title/Final job title 

 
Immediate supervisor and title 

 
Reason for leaving 

 

 
May we contact for reference? Yes No Later 

Dates Employed 

From To 

 

 
Hourly Rates/Salary 

Starting 

$ per 

 

 
Hourly Rates/Salary 

Final 

$ per 

Summarize the type of work 

performed and job responsibilities 

 
 

Employer Telephone 

  (  ) 

Address 

 
Starting job title/Final job title 

 
Immediate supervisor and title 

 
Reason for leaving 

 

 
May we contact for reference? Yes No Later 

Dates Employed 

From To 

 

 
Hourly Rates/Salary 

Starting 

$ per 

 

 
Hourly Rates/Salary 

Final 

$ per 

Summarize the type of work 

performed and job responsibilities 

 
 

Employer Telephone 

  (  ) 

Address 

 
Starting job title/Final job title 

 
Immediate supervisor and title 

 
Reason for leaving 

 

 
May we contact for reference? Yes No Later 

Dates Employed 

From To 

 

 
Hourly Rates/Salary 

Starting 

$ per 

 
 

 
Hourly Rates/Salary 

Final 

$ per 

Summarize the type of work 

performed and job responsibilities 

 
 

Employer Telephone 

  (  ) 

Address 

 
Starting job title/Final job title 

 
Immediate supervisor and title 

 
Reason for leaving 

 

 
May we contact for reference? Yes No Later 

Dates Employed 

From To 

 

 
Hourly Rates/Salary 

Starting 

$ per 

 

 
Hourly Rates/Salary 

Final 

$ per 

Summarize the type of work 

performed and job responsibilities 
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Non-employment Record 
Include explanation of all lapses in employment on preceding page. 

 
From To  Reason... 

 

Mo. 
 

Yr. 
 

Mo. 
 

Yr.  

 

Mo. 
 

Yr. 
 

Mo. 
 

Yr.  

Mo. Yr. Mo. Yr.  
 

Mo. 
 

Yr. 
 

Mo. 
 

Yr.  

 
Education 

 

School Name & Address 

(high school, college, trade) 
Major Course or 

Degree Program 
Diploma/Degree 

Received 

   

   

   

 

 

References 
List at least three character references/persons that know you well and can attest to your abilities and suitability for 

YMCA employment (one reference must be a family member). 
 

Name Phone Number Relationship to you Years Known 

 

1. 
   

 

2. 
   

 

3.    

 
Additional Information 

Do you hold current CPR certification? 

Do you hold current first aid certification? 

 
   Yes 

   Yes 

 
   No 

   No 

How did you find us? (if applicable) 
 

Walk-in 

Do you hold current lifeguarding certification?      Yes    No Signs at Center 

Web Page 
 

List anything else (skills/experience) including volunteer experiences that 

would strengthen your application: 

Referral 

Advertisement 

Relative 

Employee 

Private Employment Agency 

Other    
 

Name of source (if applicable) 
 

 
YMCA Mission: To enhance the quality of life for families through programs 

reflecting Christian principles to build healthy spirit, mind, and body for all. 
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Applicant Statement
 

I certify that all information I have provided in order to apply for and secure work with the YMCA is true, complete and correct, 

and I understand that any information provided by me that is found to be false, incomplete or misrepresented in any respect, 

will be sufficient cause to (i) cancel further consideration of this application, or (ii) immediately discharge me from the YMCA's 

service, whenever it is discovered. Initial    
 

I  expressly  authorize,  without  reservation,  the  YMCA,  its  representatives,  employees  or  agents  to  contact  and  obtain 

information from all references (personal and professional), employers, public agencies, licensing authorities and educational 

institutions and to otherwise verify the accuracy of all information provided by me in this application, resumé or job interview. 

I hereby waive any and all rights and claims I may have regarding the YMCA, its agents, employees or representatives, for 

seeking, gathering and using such information in the employment process and all other persons, corporations, organizations 

for furnishing such information about me. I am aware that I have the right to make a written request for disclosure of the nature 

and scope of any report that may be ordered. Initial    
 

I understand upon offer of employment, the YMCA will conduct a criminal background check prior to and during my 

employment as well as a child abuse registry check and I am subject to random, accident follow-up, and for cause drug 

testing, as well as post offer drug screening contingent on employment. Initial    
 

I am not a child molester, abuser or pedophile; and have not been accused of being a molester or abuser.   Initial    
 

I understand that the YMCA does not discriminate in hiring or employment on the basis of race, color, veteran's status, religious 

creed, national origin, sex, ancestry, or age; or on the basis of a handicap not limiting the applicant's ability to perform 

satisfactorily the job available. The YMCA will give this application every reasonable consideration. However, in accepting 

it, the YMCA makes no commitment of employment to the applicant. Initial    
 

I understand that this application remains current for only 60 days. At the conclusion of that time, if I have not heard from the 

YMCA and still wish to be considered for employment, it may be necessary to reapply and fill out a new application. 

Employment with the YMCA is employment at will which means that employees may end their employment at any time, 

for any reason; and that the employer (the YMCA) may terminate employees at any time for any reason, with or 

without cause. Initial    
 

I understand that if I am hired, I will be required to provide proof of identity and legal authority to work in the United States 

and that federal immigration laws require me to complete an I-9 Form in this regard, and 
 

I certify that I have read, fully understand and accept all terms of the foregoing applicant statement. 
 

 

Signature of Applicant Date 
 
 

 
Do not sign until you have read and initialed the above statements. 

 
 Date 

 
FOR OFFICE USE ONLY  -  Review/Approval  

                                                                                                                                                       

Reference Checks Review                    
                  

     Authorization to Interview                         
 

 
Dept. Head Date 

 
Executive Director Date 

 
Executive Director Authorization for offer (attach forms) 

   

Association Office Approval of FT/RPT    
Initials 

 
 

 
 
Check List: 

 

Certification 
Lifeguard First Aid    CPR 

Ellis  AED 

Other      

Work permit (if applicable) 

Employee referral (if applicable) 

 
  name 
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Sample Consent Form 
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Guidance for using Social Security Trace to Screen Applicants 
 

WHAT: 

A Social Security trace – rather than mere verification that the SSN is valid – provides a list of all 
addresses at which the applicant has resided, even for a short period of time. An applicant’s employment 
history usually encompasses where he/she has most recently lived, and this trace verifies information 
provided by the applicant.  

 

WHY: 

A trace will allow an employer to identify ‘gaps’ in employment. If an employee candidate has moved 
frequently or omits recent addresses on his/her application, it is crucial to engage in conversation with 
the candidate about the reason for doing so. An abuser/predator may not include an address where 
he/she left due to questionable behavior or was nearly caught acting inappropriately. If the results of the 
social security trace raise questions, ask for more information about the issue as a follow-up to the 
interview. Failure to provide complete and accurate information on the application should be viewed as a 
red flag and may disqualify the applicant for employment, and should be investigated further.  

 

HOW: 

Inquire with the investigative firm your YMCA uses to complete criminal background checks, as most 
firms offer a national search and a social security trace as part of package. If your carrier cannot provide 
this, research other options. (It is not uncommon for a national background check and a social security 
trace to cost $10 total per applicant).  
 

Private sector resources include, but are not limited to: 
 
HireRight Inc.   Private Eyes Inc.  
IMI Data Inc.    American Background Check 
Intellicorp   Trudiligence 
CheckPast   Intelius 
 

 
 
 

 
 
Table of Contents 
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 YMCA’s of Massachusetts Reference Check Form 

 
At least three references should be checked prior to extending a job offer or engaging a volunteer.  Work-related references such as current or 

past supervisors are best.  Teachers, coaches, etc. are acceptable.  One relatives and household members must be included.  
 
Applicant’s Name:                                                    Branch Location:  
 
Name of Reference:                                                                Job Title: 
 
Company/Organization Name:                                                                Phone No:   
 
Mailing Address of Company/Reference:   

 
Reference Check Completed by (print name):                                     Date: 

Listed below are suggested questions to ask during the reference check – not all questions are required.  Hiring managers 

are asked to use their judgment when conducting the reference check. 

 

Dates of Employment:                             Position: 

 

OR, if not employer, how long have you known this individual?______________________________ 

 
 In what capacity do you know this individual (as their supervisor, teacher, coach, etc.)? 

 

 
 Please describe the applicant’s duties and responsibilities (if relevant): 

 

 

 
 How did you/would you evaluate the applicant’s performance?  Candidate’s dependability?  His/her attendance record? 

 
 How well did the candidate work with his/her co-workers?   

 

 

 What are the applicant’s areas of strength? 

 

 

 

 How would you describe the applicant’s ability to be responsible and work independently? 

 

 
 What was their reason for leaving?       Would you rehire this individual again? 

 

 
 Would you recommend this individual for YMCA employment?       Why or why not?       

 

 Who else in your organization should I speak with about this individual? Can you connect me with them or give me their 

contact information?       

 

 

 Additional comments: 
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YMCA of Massachusetts Check Form (Page 2) 

 

Describe the position the candidate is applying for and ask the reference why they think the candidate would be 

good in this position. 

 

Recommend to Hire   Yes    No 

 

CHILD/YOUTH RELATED POSITIONS:   Please ask the following questions and record the responses only if 

the applicant will be working with children and/or youth: 

 

 How would you describe the applicant’s ability to work with and relate to other adults? 

 

 

 

 Have you observed the applicant working with children, and if so, can you give me an example of how the 

applicant relates to children? 

 

 

 
 To the extent you know, please tell me about the applicant’s roles with children; for example, school volunteer, 

youth coach, day care volunteer, youth group leader, etc.. 

 

 

 

 If you have seen the applicant discipline a child, please describe what you saw. 

 

 

 Are you aware of any reason why we should not allow this applicant to work with children? 
 

 

 Is there anyone else in your organization I should speak with about this candidate? Who are they? Can you 

connect me with them or give me their contact info? 

 

 

ASK THESE QUESTIONS FOR AUTHORIZED YMCA DRIVER APPLICANTS ONLY: 

 

Was driving part of this person’s job?     Yes____    No____    IF YES, please complete the 

following: 

 

 Did you receive any written or verbal comments or complaints regarding this employee’s 

driving abilities? Yes_____     No_____       (If Yes, explain) 

 

 

 Was this employee involved in any accidents while driving a vehicle for you?   

Yes_____     No_____        (If Yes, explain) 

 

 

    Were this employee’s driving abilities and responsibility toward his/her passengers 

acceptable?    

Yes_____     No_____         (If No, explain) 

 

    Would you rehire this person as a driver again?     Yes_____     No_____       (If No, explain) 
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Abuse Prevention: Looking for ‘Red Flags’ in the screening/hiring Process 
A sample list of questions to ask during candidate interviews and calls to references  

  
 
Abuse Prevention related Questions to consider for interview with candidate: 
 

1) How do you feel about being left alone with a child? 

2) If you were on a bus with 20 kids and three other staff that were your friends where would you sit and 

why? 

3) What are three things you think are really important to consider when you are on field trip with children? 

4) Do you think it is ok to text or e-mail kids in your program? 

5) Is it ok to take a child from your program to a movie on a Saturday with parent permission? 

6)  Should you give gifts to your participants? 

7) Is it ok to hug someone in your program if they are sad and having problems at home? 

8) Should you take kids to the restroom alone? 

 
 
Abuse Prevention related questions to consider for a reference check 
Try to have only open ended questions. 
 

1) Would you recommend __________ work with children under the age of 15? If no, why? 

2) Describe why you are recommending  _____________ work with children where he/she will be supervising 

children at camp/childcare? 

3)  Describe the relationship that ____________ had with the children in your program? Parents? 

4) Would you rehire? (Let them answer - note tone, pause, etc., even though they may not answer yes or no.) 

5) What challenges did you coach __________ through? Were they successfully overcome?     
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Family Reference Check Guidance 

 
WHY: 

Asking for a close personal reference may seem counter-intuitive, but speaking with a close family 
member of an applicant can reveal qualities or tendencies that may not be gleaned when speaking 
with a past employer or traditional personal reference (such as a former teacher). Sometimes 
professional references are limited in the amount of information they are able to share, and may 
only be allowed to confirm or deny that an individual was employed with them. Additionally, 
abusers are skilled at hiding this side of themselves in the workplace. 

This is why it is important to ask relatives how the applicant will perform in leading programs for 
children at the YMCA. Family members have witnessed the applicant interact with siblings or 
cousins as a child and presently. Abusers (even youth offenders) often begin abusing at home or 
within the family. Most of the time, a relative will give a glowing recommendation of the applicant, 
but there are significant exceptions to this. Usually the relative listed as the reference deeply cares 
for the applicant, and won’t want to see them get into trouble – even if he/she is aware of 
troubling red flags. Instead of saying, “don’t hire my niece/son because s/he is a child predator”, 
the reference may give hesitant answers or ask if there is another position available where kids 
are not involved.  Pay attention to your instincts and ask follow-up questions. 

 

HOW: 

Make sure to “listen” carefully to these personal/family references. If the reference only provides 
very short answers, seems eager to end the conversation, or is vague in responses, be warned. 
Quite possibly, there is more to the story than what is being provided. As always, DOCUMENT 
comments/responses and sign off that this reference check was completed. 

Question prompts: 

 How do you know the applicant, and in what capacity have you seen the applicant around 
children?  

 Can you tell me about any strengths, weaknesses, potential problems or concerns, and give 
an overall "rating?" 

 Tell me more about (applicant name)’s judgment; does he/she exhibit sound judgment and 
is there any specific example that can be cited? 

 How did your children (or children in the family) seem to feel about the applicant? 

 What sort of activities did he/she do with the children? 

 Did (applicant name) face situations where the children broke rules or misbehaved? How 
were these situations handled? 

 How did (applicant name) interact with children in general? 
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 If you needed someone to watch your child now, would you hire (applicant name)?  If no, 
why not? 

 
 

1 Welcome and Review Job/Determine Motivation for Position (5 minutes) Interviewer Hints 

 

 

 

 

 

 

 

 

 

 

Circle 
Score 

Thanks for coming in today.  For the next few minutes, I’m going to try to find out 

a little about you, review your background, and give you a little more information 

about being a ________________at the YMCA. Let me tell you a little about the 

position and its importance at the YMCA. (Distribute job profile and review with 

candidate) 

 

 

 

(open ended start) Tell me about yourself and your background. Where are you 

from? Where did you go to school? Etc… 

 

How has your background prepared you for this position? 

 

 

 

 

 

 

Tell me why you applied for the _______________position?     

Why are (insert reason given by candidate, i.e., “working with kids) and (another 

reason given by candidate) important to you? 

 
 
 
 

 

Determine Desire to Work 

This helps you determine the 

candidate’s general interest in 

the position and motivation for 

work at the Capital District 

YMCA. 

 
Asking the “why” follow-up 
question gets at the true source 
of motivation. 
 

To overcome the bias of first 

impressions, wait at least 30 

minutes before you make a 

“no-hire” decision. DO NOT 

reject a candidate if he or she is 

a little nervous, and don’t be 

too impressed by presentation 

and social skills. Instead, ask 

all candidates the same 

questions.  

NOTE: Be aware of your first 
impressions of the candidate, 
and deliberately avoid making 
snap judgments. 

 Unsatisfactory Good Excellent  

 

  
Some interest.  Does not 

project much energy or 

motivation.  

 

 
Interested.  Wants the specific 

position.  Stated valid reason 

for interest in the position.   

 
High interest and wants to 

make a difference. 

 

 

 
STAY OPEN-MINDED        ASK MORE PROBING QUESTIONS 

 

YMCA of Massachusetts Interview Form 

 

Please use this form for all in-person interviews.  Be sure to rate the 
applicant on their qualifications for the position for which they are 
applying.  Record answers to questions remembering to record only 
job related, relevant information.  Use additional sheets if necessary. 
 

Candidate’s Name: 
 
 
Job Being Interviewed For: 

Interviewer: Branch Location: 

 
 

Date of interview: 
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2 Assessing Past Performance (5-10 minutes) Interviewer Hints 

S

S 

Circle 
Score 

Please tell me about some of the work experiences you’ve had (or volunteer if 

you’ve never held a formal position). Please review in detail the duties and 

accomplishments of your current and previous positions. 

 

 

 

 

 

Describe in detail the biggest impact you had in your previous experiences. Describe 

your role in the impact.  Or Think about a project or accomplishment you’re proud 

of.  Describe the project and your role. Be specific. I’m looking for something that 

shows your ability to work hard and stay committed to a job or assignment. Try to 

select something that lets me see your ability to work with others and to commit 

yourself to a task.  It does not have to be an example from work – could be home, 

school, volunteer. 

 

 

 

 

 

Optional depending on level of position: Describe the organization hierarchy in 

detail and how you contributed to the group. 

Review Work History  

Review all meaningful 

experiences but especially the 

last two jobs (paid or volunteer) 

to determine general relevancy, 

e.g., experiences with children, 

service work, and types of 

environment.  You might need to 

urge the candidate to be more 

talkative.  You also may need to 

adjust the wording of questions 

depending on the experience 

level of the applicant. 
 

Look for a pattern of responsibility 
and good work habits.  Find out 

about: 

 The job and responsibilities. 
 Why did you work or volunteer? 
 What did you like or dislike? 
 
If I call your boss, what will s/he say 
about your . . .  
 Attendance record, tardiness? 
 Did you receive any special   

recognition? 
 How could you have been a 

better employee? 
 

Cooperating/Working with Others 
 Describe the group you worked 

with and give names. 
 

Organizing/Planning Activities 
 Did you have to plan anything? 
 Describe how you organized  

activities. 
How could you do it better? 

 Unsatisfactory Good Excellent  

 

  

Experience is minimal and 

unrelated to position applying 

for.   

   

Positions/experience is relevant 

to position applying for. 

 

Has performed similar 

positions with success. Has 

solid contributions in previous 
positions. 

 

3 Job Competency,   (5-10 minutes) Interviewer Hints 
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4 Building One-on-One Relationships (5 minutes) Interviewer Hints 

Circle 
Score 

Building strong one-on-one relationships with others is an important part of 
every position at the YMCA.  Based on the position you are applying for, how 
would you go about establishing and maintaining relationships with the 
members, participants and staff?  Can you provide examples of past of 
successful relationships in the workplace? 
 

 

  

Fact-Finding for Relationships 
Find out: 
- Who they helped. 
- The nature of the relationship. 
- Look for patterns of 
developing meaningful work 
relationships. 
- You may modify the 
terminology to be more specific 
to the position. 
 

Can you give me an example: 
 When you helped someone at 

work? 
 Why and how did you help 

that person? 
 Someone came to you for  

advice at work? 
 How would you start a 

conversation with someone 
you do not know? 

 Describe the last time you 
took it upon yourself to 
introduce yourself? 

 Unsatisfactory Good Excellent  

 

  
Unable to provide meaningful 

examples.  Did not seem to 

understand or be able to 

establish work relationships.   

 
Thinks work relationships 

are important. Provided 

examples of past 

relationships and how to 
build in the future  

 
Appears warm and 

sensitive when meeting 

others.  Excellent 

examples of ability to 
form and maintain work 

relationships.   

 

 

 
Circle 

Score 

The objectives of this position are (reference the job profile).  Describe past 

accomplishments which show me you can accomplish the objectives I have 

described. 

 

 

Walk me through a typical day.  

 

 

 

 

Please give me an example of how you accomplished the goals of your current 

position. Be specific. 

 

 

What was your most significant accomplishment? 

 

 

 

Tell me about how you met your financial objectives of your former position.  

 

 

 

 

 

Fact-Finding for 

Accomplishments 

 Describe the project and the 
circumstances. 

 What did you actually do? 
 What did you enjoy the most? 
 Give me an example of your 

taking the initiative as part of this 
project. 

 

Fact-Finding for Job Competency: 
 Did you initiate the activity? 
 How did you stay involved? 
 How do you like to have fun at 

work? 
 What work activities do you 

really like? 
 What work activities do you 

dislike? 

At this point, you may end the 
interview if the candidate has a 
weak work history, minimal 
accomplishments, or limited 
capabilities.  If you feel that 
someone is not qualified end the 
interview by saying, “I believe I’ve 
gathered enough information for 
now.  We’re interviewing several 
others in the next few days.  After 
we’ve had a chance to interview 
all the candidates, we’ll follow up 
with you to determine the next 
steps.  Thank you for coming in 
today.  Do you have any 
questions?” 

 Unsatisfactory Good Excellent  

 

 Minimal accomplishments.  

Unable to clearly articulate 

how to accomplish goals. 

Solid individual  

and team accomplishments.  

Was able to clearly articulate 
how to accomplish stated 

goals.   

Above average individual and 

team results and commitment. 

Had specific ideas/plans to 
accomplish goals and 

objectives. 

 

 



24 
 

5 Managing Stress, Frustration, and Anger (5 minutes) Interviewer Hints 

Circle 
Score 

Working at the YMCA can be stressful.  Managing your own stress and the stress 
of others is important.   How do you manage stress at work so that it is not 
noticeable to others and how do you leave your personal stress at the door?  Can 
you give me a specific example of a stressful work situation and how you handled 
it?   
 

 

 

 

 

 

 

Fact-Finding for Managing 
Stress 
 What were the 

circumstances? 
 How did you recognize 

stress? 
 How did you express your 

frustration/anger? 
 How did you feel about your 

reaction? 
 What did you learn? 
 What would you do 

differently? 
 
You are looking for recognition 
of stressors and ability to deal 
with them. 

 

 Unsatisfactory Good Excellent  

 

 Did not articulate the ability 
to handle stress well. Does 

not seem to be able to 

handle stress. 

Average reaction to 
stress/anger.  Discussed 

some techniques to deal with 

stress.  

Excellent proactive approach 
for self and others.  

Mentioned a preventative 

approach to stress.. 

 

 

6 Work Style/Teamwork (5-7 minutes) Interviewer Hints 

Circle 

Score 

Describe your work style, specifically noting your preference for working alone or 
with others.   

 

 

 
 

Describe your role as a member of a team, either at work or elsewhere.  

 

Work Style 
 Why do you like to work 

alone or as a member of a 
team?   

 What is the best way to 
become a member of a 
team? 

 Unsatisfactory Good Excellent  

 

 Does not seem to be able to 
become a team member. Likes 
to work alone. 

Participates as a member 
of a team. Is aware of 
style and tries to modify 
as needed. 

Enjoys and seeks out 
team/group interaction. 
Provided examples of team 
leadership. 

 

 
7 Situational Questions/Technical Job Specific Questions   Interviewer Hints 

Circle 

Score 

This job works with ______. Tell us about your experience here.  

 

Tell me about how you are working at improving your professional development 

and technical competencies in this field.   

 

Describe your more frustrating or negative experience working with children. 

 

The situational/problem-solving 
question is meant to determine if 

the candidate has a solid 

technical understanding of the 

knowledge needed to be 
successful in the position.  

  
 

 

  Unsatisfactory Good Excellent  

 

    
Minimal knowledge of the 
field and skills required for the 
position. 

 
Knowledgeable of the 
field. Able to provide solid 
answers and specifics.  
Possesses the necessary 
skills. 
 

 
Very good knowledge.  
Many good ideas.  
Understands key issues.  
Excellent educational and 
knowledge background. 
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8 Working with Children Job Specific Questions   Interviewer Hints 

Circle 

Score 

This job works with children. Tell us about your experience here.  

 

 

Why do you like working with children? 

 

 

Describe your more frustrating or negative experience working with children. 

 

The line of questioning is 

specifically designed to 

determine if the candidate has a 
solid comfort level to work with 

or around children.  

  
 

 

 

 Unsatisfactory Good Excellent  

 

    
Minimal knowledge of the 
field and skills required for the 
position.. 

 
Knowledgeable of the 
field. Able to provide solid 
answers and specifics.  
Possesses the necessary 
skills. 
 

 
Very good knowledge.  
Many good ideas.  
Understands key issues.  
Excellent educational and 
knowledge background. 

 

 
 

9 Recruiting—Determine Interest at the End for a Good Candidate  (3 minutes) Interviewer Hints 

Circle 

Score 

Thank you for coming in today.  Although we’re seeing other candidates, I would 
like to know what you think about this opportunity. (pause)  What questions do 
you have about the job now?  (look for depth, intellectual curiosity, etc) 

 

 
 

Recruiting at the End of the 

First Interview  
 How interested are you on a 

scale of zero to 10?  Why?  
 What do you need to know? 
 What do you like/dislike? 
 How do you think this job 

meets the needs you 
mentioned earlier? 

 What do you need for 
compensation?  What is your     
availability? 

Do you have any questions? 

 Unsatisfactory Good Excellent  

 

 Adequate level of interest, but 
cautious.   

Sincerely interested in 
job.  Wants to move to 
the next step in the 
process. 

Wants the job for good 
reasons.  Is ready to move 
forward rapidly.  
 

 

 

 
 
 

10 Measure First Impression Interviewer Hints 

Circle 

Score 

After you’ve finished the interview, rank the candidate’s ability to do the job and the ability 
to engage members and be a successful YMCA team member.  

 

 

Measure First Impression 

Again 

 Did candidate get better or 
worse? 

 Become more/less 
nervous? 

 Open up or talk more? 
 Did you observe true 

abilities in 
accomplishments? 

 Were your biases 
controlled? 

 Did this change your 
decision? 

 

 Unsatisfactory Good Excellent  

 

 Did not provide satisfactory 
answers.  Does not possess 
the required skills, experience 
or competencies. 
Do not consider. 
 
 

Meets the qualifications.  
Good answers to 
questions. Proceed with 
references.  
 

Great candidate. 
Enthusiastic, Motivated and 
possesses the skills, 
knowledge and 
competencies.  Move 
forward! 
 

 

  
Table of Contents 
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2. Training and Education Procedures 
 

The rules and expectations are to be shared with each new employee and regularly reinforced with 

existing staff and volunteers. This should be done through the use of a comprehensive Code of 

Conduct, new employee training, abuse prevention trainings, and an employee handbook containing 

additional policies. All staff (fitness instructors, bus drivers, youth sports coaches, member services, 

program volunteers, etc.) and members have the opportunity to contribute to the creation of a safe 

environment for children, but only if they are aware of the rules and acceptable behavior, and are 

taught how to be a child’s advocate. 

 

In the following pages, you will find an overview of best training procedures, the Alliance of 

Massachusetts YMCAs Code of Conduct and Child Protection Policy, an employee/volunteer 

handbook, a standard Social Network/Electronic Communications Policy, and a waiver for staff 

members or volunteers who meet the approved qualifications to have outside contact with YMCA 

participants, IF the YMCA chooses to allow it 
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 Training Procedures Overview 

Code of Conduct –  
 Staff members /volunteers will sign and date a copy of the YMCA of Massachusetts Code of Conduct (or 

an association version) prior to performing any work duties and annually thereafter. 
 All new staff/volunteers will have the code of conduct reviewed with them at the time of signing. 
 The code of conduct will be maintained in the personnel file. 
 All departments will review and sign the Code of Conduct during [insert month] each year and will have 

all staff/volunteers reconfirm that they understand their expectations as YMCA staff members and 
agree to abide by those expectations. 

Child abuse prevention training –  
 All staff members (including rehired staff, President/CEO, program volunteers) will complete 

introductory Y-USA online training (or other online-training utilized by the association) prior 
to the start of employment.  

 ymcaexchange.net – Operations & Governance – Risk Management - Topic: 
Child Abuse Prevention 

 To access the free online training, login information can be obtained from your 
supervisor. 

 Training on conduct with children and policies will also take place within the first 30 days of 
hire. Important topics to be included in this training can be found in the YMCA Child Abuse 
Prevention & Reporting Policy & Additional Guidelines for Interacting with Youth 
 Each association may select an in-house training option (Y-USA, Praesidium, etc.) that 

best suits its needs, but must include information on Sexual abusers, Prevention, 
Recognition, Responding, Documenting, and Reporting. 

 Camp Staff must go through training prior to the start of camp.  
 Any staff member who does not complete the training as required will be suspended and/or 

terminated. 

Electronic communication policy – 
 The purpose of this policy is to eliminate the potential for outside contact with youthful 

program participants via electronic means. The YMCA understands that certain communication 
is needed as part of program operation; the policy addresses how and when it can occur 

 YMCA of Massachusetts has included a standard electronic communication policy.  A policy will 
be reviewed with all staff/volunteers before their regular duties begin and annually thereafter.  

Follow-up training –  
 At minimum, all staff/volunteers working with children are required to participate in an 

annual review of the abuse prevention training and reporting. It is recommended that ALL staff 
take part in the annual review. 

 The YMCA is encouraged to provide additional training on identification and prevention of 
child abuse throughout the year. 

Train the trainer – 
  All staff responsible for hiring need to be trained in the organization’s policies. The appropriate 

point person should, minimally on an annual basis, review and update all hiring policies with 
those responsible for hiring staff. 

 It is important that supervisory staff (those at the director/exempt level) have gone through 
basic supervision /management training. An option for staff members in these roles is to 
complete the YMCA of the USA Supervision Training within one year of hire or promotion. See 
Course Quest at ymcaexchange.org for course options 

Review of Policies –  
 All policies should be reviewed every 3 years. Be sure to use language that is specific and clear.    

https://services.ymca.net/registration/login.aspx
http://www.ymcaexchange.org/risk-management/core-practices/online_risk_management_training_toolkit_2009-03-11.aspx
http://www.praesidiuminc.com/training.php?sess_id=e500eef1513cd38c9408df2d6b1fbf5c
http://www.ymcaexchange.org/CourseQuest/Default.aspx?category=Management+Modules&zip=&usedates=all&startdate=&enddate=
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Alliance of Massachusetts YMCAs Code of Conduct & Child Protection Policy  

 

The (insert name) YMCA has established the following Conduct Policy for all (insert name) YMCA employees 
and volunteers: 

 

1. At all times staff and volunteers are required to adhere and comply with all written and stated policies of 
the (insert name) YMCA.  This includes the Mission and Character Values of Caring, Honesty, Respect and 
Responsibility.  

2. Although the (insert name) YMCA does not discriminate or interfere with the lifestyle of its employees, it 
does require that in the performance of their job they will abide by the standards of conduct set forth by 
the YMCA. 

3. To have regular attendance (i.e., to be at work every day); to be on time for work (i.e., to be at his or her work 
station, ready to begin work, at the scheduled starting time); to be physically and mentally prepared for the 
job to be done; to put in a full day’s work; to recognize and respond positively to supervision; to learn the job 
at hand, as well as new jobs; to modify work habits and schedules (as required); to respond to the 
operational needs of the (insert name) YMCA and the needs of its clients; and to cooperate with fellow 
employees and all others with whom work-related interactions occur. 

4. Staff must appear clean, neat and appropriately attired. 

5. The YMCA reserves the right to review an employee’s public My Space/Blog/Facebook, etc. sites.  
Employees may be subject to termination if the sites are deemed inappropriate and do not meet YMCA 
values. 

6. The (insert name) YMCA reserves the right to take any corrective action it deems appropriate where, in its 
opinion, an employee fails to adhere to the Standard of Conduct, or in any other way acts in contradiction of 
the interests of the (insert name) YMCA or its clients, or interferes with the relationships between the (insert 
name)   and its clients, its employees, and the public-at-large.  Corrective action will generally take the form of 
progressive discipline (i.e., reprimand/suspension/discharge).  However, the seriousness of an employee’s 
conduct -- as determined exclusively by (insert name) YMCA -- will determine the severity of any disciplinary 
action. 
 

The following list identifies -- by way of examples, but not limitation -- a number of typical types of conduct for which 
the more severe penalties of suspension or discharge may be imposed by the (insert name)  YMCA following the first 
offense: 

 Falsification of employment application, personnel record, payroll record, or other record. 
 Violation of (insert name) YMCA’s policies prohibiting unauthorized disclosure of confidential and 

proprietary information and recruiting YMCA participants to another competitive business or activity.  
 Theft and other forms of dishonesty, including (but not limited to) the unauthorized use of (insert name) 

YMCA’s time, material, equipment, or property. 
 Inappropriate language and jokes, sarcasm, sharing intimate details of one's personal life and any kind 

of harassment in the presence of YMCA members, children or parents is prohibited. 
 Any conduct that is deemed to be physically, emotionally, verbally or sexually abusive 
 The carrying, use or threatening to use any weapon while on duty or on the premises 
 Discrimination against or harassment of a co-worker, supervisor or participant/member because of 

race, color, age, creed, sex, sexual preference, national origin or handicap. 
 Violation of safety and security procedures. 
 Obtaining employment through the use of false statements. 
  Defaming a YMCA representative or a fellow employee. 
 Insubordination in any form. 



29 
 

 Violation of (insert name) YMCA’s “zero tolerance” drug and alcohol policy when on-duty or interacting 
with YMCA participants. 

 Use of threatening, intimidating, coercive, harassing, abusive, or vulgar language, or engaging in any actual 
or threatened inappropriate conduct directed toward any (insert name) YMCA client, employee, or others 
with whom work-related interactions occur, regardless of where or when the use of such language or 
conduct occurs. 

 Fighting, horseplay, practical jokes, or other disorderly conduct which either does, or has the potential to, 
result in property damage or injury to a (insert name) YMCA employee or others. 

 Sleeping on the job or otherwise neglecting job duties 
  Engaging in any other conduct which -- in (insert name) YMCA’s sole discretion -- has a detrimental effect 

on (insert name) YMCA or its clients. 
 

 

Your position with the YMCA may not involve working directly with children, but it is important to the 
YMCA that ALL staff members are aware of the expectations and approved conduct for staff and volunteers 
who interact with youth. It is likely that you will encounter children and/or youth programs throughout 
your role at the YMCA, and as a YMCA staff/volunteer you are a crucial component of creating an abuse-
free zone at the YMCA. Be aware of the following standards regarding conduct with children: 

 

7. In order to protect the (insert name) YMCA staff, volunteers and program participants, at no time, during a 
structured/licensed YMCA program may a staff person be alone with a single child where others cannot 
observe them.  As staff supervises children, they should space themselves in a way that other staff can see 
them. Volunteers will never be alone with children without a staff member present. 

a. Any program that is inherently one-on-one in nature (i.e. Big Brothers Big Sisters, will have 
specific guidelines to be followed) 

8. Within a licensed YMCA program, staff shall never leave a child unsupervised. Children must always be 
within sight and sound of a staff member. Staff will utilize face counts (formally head counts) attendance 
and the “rule of three” (where a staff member is one of the three) during all transitions. During YMCA 
programs, all children must be supervised at all times in order to prevent sexual contact and aggression. 

a. The “rule of three” specifies that there should always be at least three people present – i.e., 
one employee and two or more children, or two employees and one child, NOT three or 
more children unsupervised 

b. Resident camps will follow state guidelines, at minimum 

9. All staff and volunteers will complete a Child Abuse Prevention training (degree of training depending 
upon position/department) as required by the (insert name) YMCA within the approved time period. 

10. Parental permission must be given to take photos of YMCA participants. The use of personal cell phones to 
photograph YMCA participants is prohibited. Staff cannot use photographs taken at YMCA programs and/or 
of YMCA participants for purposes other than those directly related to the program or to the YMCA. 

11. Staff and volunteers should not have outside contact with children they meet in YMCA programs or at 
the YMCA and should never be alone with children they meet at the YMCA outside the YMCA.  This 
includes babysitting, sleepovers, inviting children to your home and any contact via electronic means. 
Staff and volunteers are expected to notify the YMCA if a pre-existing relationship with a child or 
family exists.   

12. Staff is not allowed to contact any program participant for non-related YMCA communication via personal 
contacts, including, but not limited to email, instant messaging, text messaging, cellular/regular phone, 
social networking pages or other communication vehicles.  Staff will not share their personal contact 
information with any children participating in YMCA programs. 
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Any and all contact made by the YMCA shall be ONLY via approved YMCA issued communication accounts, 
such as, but not limited to, phone/cell phone, YMCA email account, YMCA approved/sanctioned social 
networking page or web site. 

13. Restroom supervision for licensed programs (at minimum):  When multiple children are in the bathroom 
or locker room, YMCA staff members will be standing in the doorway so they can have at least auditory 
supervision of the children. This policy allows privacy for the children and protection for the staff (not 
being alone with a child).  The same bathroom supervision standards apply to off-site locations as well.  

14. Staff will respect children’s rights to not be touched in ways that make them feel uncomfortable, and their 
right to say “no”.  Other than diapering, children are not to be touched on areas of their bodies that would 
be covered by a bathing suit.  

15. Staff is not allowed to transport children in their own vehicles except for emergencies. Should an 
emergency occur and personal transportation is necessary, a second person is required to ride along. 

16. Staff/volunteers will not give gifts (even small gifts), ask kids to keep secrets, or show favoritism to certain 
children. All will abide by the YMCA’s approved physical and verbal guidelines set forth for interactions 
with youth.  (regarding sitting on laps, frontal hugs, secrets, tickling, etc). 

17. Under no circumstances should staff release children to anyone other than the authorized parent, guardian, 
or other adult authorized by the parent or guardian (written parent authorization on file with the YMCA). 
Drop-off and pick-up procedures must always be followed and IDs must be verified. 

18. Staff may not date program participants under the age of 18 years of age. 

19. Staff should not abuse children, including: 
            Physical abuse:  strike, shake, slap 
   Verbal abuse:  humiliate, degrade, threaten 
   Sexual abuse:  inappropriate touch, exploitation, verbal exchange 

 Mental abuse:  shaming, withholding love, cruelty 
   Neglect:  withholding/forcing food, water, basic care, etc. 

20. Staff must use positive techniques of guidance, including redirection, positive reinforcement and 
encouragement rather than competition, comparison and criticism.  

a.  Staff will have age appropriate expectations and set up guidelines and environments that 
minimize the need for discipline.  

b. Physical restraint (supportively holding a child in the least restrictive way) is used only in 
pre-determined situations (necessary to protect the child or other children from imminent 
danger. All incidents must be immediately reported to your supervisor, parent notified 
(always maintaining confidentiality) and documented.  

21. Staff should report any concerns about a child’s physical condition, noting any fever, bumps, bruises, burns , 
etc. to the YMCA management.  Questions or comments will be addressed to the parent or child in an open-
ended, non-threatening way.  Any questionable marks or responses will be documented and reported to 
the YMCA management. 

22. Staff shall respond to children with respect and consideration and treat all children equally regardless of 
sex, race, religion, culture or marital status. 

23. Staff will be a positive role model for youth by exhibiting professionalism in all interactions, portray an 
attitude of respect, loyalty, patience, courtesy, tact, maturity and always maintain confidentiality to 
children and families. 

24. Staff is required to read and sign all policies related to preventing, recognizing, responding, and 
documenting and reporting child abuse and attend trainings on the subject, as instructed by a supervisor. 

25. All YMCA staff fall under the MA guidelines of Mandated Reporting and are mandated by law to report all 
incidents of suspected abuse or neglect of children under the age of 18.  YMCA staff will report to their 
supervisor any indication of or warning signs concerning abuse involving a child, inappropriate behavior 
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by a staff member/volunteer, AND any instances of staff violating this Code of Conduct. YMCA staff who 
identify suspicious behavior or a violation of policy by a fellow staff person must report the event to their 
supervisor or next/lateral chain of command and/or to the Human Resource Department immediately.  

18 Staff must be free of physical and psychological conditions that might adversely affect children’s physical or 
mental health.  If in doubt, an expert should be consulted. 

 
 
 
 

I have read and understand the above as explained to me; I agree to abide by all of its conditions. 
I understand that any violation of this Code of Conduct may result in termination. 

 
  _____________________________________        ________           _____________________________________ 
  Employee/Volunteer Signature                Date           Employee Name Printed 
 
  _____________________________________        _________           _____________________________________    
   Supervisor             Date           HR Director     
     

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



32 
 

 
 
 
 
 

 
  

 

YMCA of Massachusetts 

 
CHILD ABUSE PREVENTION &  

REPORTING POLICY- 
Employee & Volunteer Handbook 

 
 
 

 
 

It is mandatory that all employees/volunteers read this document and sign the Code of Conduct 
indicating they have received a copy, read and understand its contents, before work is begun. 
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THE YMCA of (insert name) 
CHILD ABUSE PREVENTION POLICY 

 
 
INTRODUCTION: 
It is the policy of the YMCA of (insert name) that all necessary measures will be taken to ensure a safe environment 
for all children and to ensure professional conduct off all staff and volunteers. This policy covers the required steps 
involved in the hiring, training and supervision of staff and volunteers; appropriate conduct related to the 
supervision of children; and reporting procedures of suspected abuses. 
 
 
APPLICABILITY: 
This policy applies to all programs operated by the YMCA and to all staff (paid and volunteer) assigned therein.   
 
DEFINITIONS: 
 
Child Abuse:  is the non-accidental commission of any act by a caretaker, which causes or creates a substantial risk 
or harm to a child’s physical and emotional well-being.  Child abuse includes non-accidental physical injury, neglect, 
sexual molestation and emotional abuse. 
 
Child Neglect:  is the failure by a caretaker, either deliberately or through negligence, to take those actions 
necessary to provide a child with minimally adequate food, safety, clothing, shelter, medical care, supervision or 
other essential care. 
 
Child Care Programs:  are any and all programs involving youth from infants to 18 years of age.  These programs 
are:  nursery school, baby-sitting, camping programs, swimming lessons, preschool enrichment, school age day 
care, youth sport leagues and all other program which youth participate. 
 
 
 
 

Mandatory Reporting of Child Abuse 
 

YMCA employees are recognized as mandated reporters under State and Federal guidelines.  The YMCA requires all 
employees to report known or suspected child abuse as is outlined in this policy manual.  Reasonable suspicion 
means that it is objectively reasonable for a person to entertain such a suspicion, drawing when appropriate on his 
or her training and experience, to suspect child abuse.  Failure to report is grounds for termination of employment 
and penalties including loss of child care license. 
 
 

 NOTE:  Every staff member has an absolute duty to report any suspicion 
of child abuse, molestation, sexual misconduct or violations to the code 
of conduct to the proper authority, as outlined in this policy. 
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EMPLOYEE HIRING AND TRAINING 

A.  Pre-hiring Screening: The following must be completed, documented and on file prior to staff beginning 
work:  

1. Each candidate must complete an employment application and read and sign the YMCA   Code of 
Conduct and Procedures for Reporting Suspected Child Abuse  

2. A CORI (Criminal Offenders Records Inquiry) is submitted for all pending employees. In accordance 
with the DEEC regulations, individuals convicted of sexual offenses or violent crimes, may not be 
employed or provide volunteer services in programs with youth participants. 

3. A minimum of three reference checks are conducted, and documented by the direct 
supervisor/Program Director or HR.  References will include the immediate past employer, any 
employment involving supervision of children, and one close family member.  

4. It is vital that employees working directly with children are mature, responsible individuals of good 
character.  To that end, a thorough personal pre-employment interview is essential. 

5. Each employee is given an I.D. badge to verify compliance on these items. These I.D. badges must be 
worn during program operation.  

 
B. Training & Acknowledgement of Policy:  

1. All staff and volunteers will be informed by their direct supervisor of YMCA policies, procedures and 
regulations regarding child abuse prevention and reporting.   

a. They will be made aware of legal requirements and by their signature, acknowledge having 
received and read appropriate policies, standards and codes of conduct.  

b.  A receipt of the policy and a Code of Conduct must be signed by each staff person and returned to 
Human Resources with the new hire packet.   

2. It is mandatory for all staff and volunteers to complete an online Child Abuse Prevention Training 
before the start of employment/service.   

a. Because of the nature of the services we provide, additional and comprehensive Child Abuse 
Prevention Trainings and refresher courses will be held periodically throughout the year. 

 

SUPERVISION OF STAFF & VOLUNTEERS:  

1. Program Administrator supervising decentralized sites of operation will make unannounced visits at 
least two times per month. YMCA site observation forms are to be filled out and filed. 

2.  Executive Director or designate, other than staff referred to above, will visit each child care and day 
camp operating site at least two times a year.  

3. Each decentralized site of operation for children’s programs will have a minimum of two 
staff/volunteers assigned and have access to a telephone on location during operating hours.  

 
 
STAFF/CHILD POLICIES: 
All staff and volunteers will be trained on the following policies and additional items as necessary. 
 
Supervision (at minimum, within licensed EEC YMCA programs):  
In order to protect YMCA staff, volunteers, and program participants--at no time during a YMCA licensed program 
may a staff person be alone with a single child where they cannot be observed and/or interrupted by others. 
Volunteers will never be alone with children or supervise children.  As staff supervise children, they should space 
themselves in a way that other staff can see them.  Children must always be within sight and sound of a staff 
member. 
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“Rule of Three”:  
In licensed programs, staff shall know the whereabouts of children in their care at all times utilizing face counts 
(formally head counts) attendance; roster lists and the “rule of three” while maintaining at least minimum ratios. 
The” rule of three” specifies that there should always be at least three people present i.e. one employee and two or 
more children, or two employees and one child.  (A volunteer may be included in the “rule of three” when it 
includes an employee with a child). 
 
Restroom/Locker room supervision for licensed YMCA programs (at minimum):   
Staff will abide by the YMCA’s bathroom policies and assess the restroom/locker room for safety, monitoring the 
area while children are using the restroom/locker room. This policy allows privacy for the children and protection 
for the staff (not being alone with a child). If staff are assisting younger children, doors to the facility must remain 
open. No child regardless of age, should ever use a restroom/locker room alone. See Recommended 
Bathroom/Locker Room Procedures  for more information.  
 
Private activities: 
 Putting on bathing suits, taking showers, toileting & diapering are all examples of private activities that must be 
supervised using the “Rule of Three”.  When this is not feasible, staff/volunteer should be positioned so that they 
are visible to others.  
 
Physical Contact:  
Staff will respect children's rights to not be touched in ways that make them feel uncomfortable, and their right to 
say no. Staff should not place themselves in a situation where someone may misjudge their actions.  

 
Other than diapering and assisting with toileting accidents, children are not to be touched on areas of their bodies 
that would be covered by a bathing suit.  In addition, the following guidelines are important to follow: 

 Avoid frontal to frontal contact 
 Always have your hands visible as much as possible 
 Refrain from kissing or showing intimate displays of affection (High fives are great!) 
 Staff should not hold children over the age of 2years 9months on their lap, but should get down to the 

child’s eye level when comforting them.   
 Tickling, horseplay or roughhousing are not allowed 

 
Outside Contact:  
Staff may not be alone with children they meet in YMCA programs outside of the YMCA. This includes babysitting, 
sleepovers, and inviting children to your home. Please see explanations and forms provided in the following pages. 
 
Dating: 
Staff 18 years and older may not date staff/program participants under the age of 18. 

 
Transportation: 
Staff may not transport children in their own vehicles.  Should a child/children need transportation a YMCA vehicle 
and authorized driver may provide the transportation with supervisor approval and adherence to the “rule of 
three” policy. Should an emergency occur and personal transportation is necessary, a third person is required to 
ride along in the vehicle. In addition, other restrictions/procedures may apply to specific program areas. 
 
Pick-up:  
Under no circumstances will staff/volunteers release children to anyone other than the authorized parent, 
guardian, or other adult authorized by the parent or guardian. Some other restrictions/procedures may apply to 
specific program areas. 
 
Child Guidance: 
Child guidance involves preventing problems, offering choices, and setting firm but reasonable expectations in a 
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safe, caring, supportive environment.  Staff/volunteers must use positive techniques of guidance, including 
redirection, positive reinforcement and encouragement rather than competition, comparison and criticism.  
 
Staff/volunteers will have age appropriate expectations and set up guidelines and environments that minimize the 
need for discipline. Physical restraint may not be used unless the circumstances are life threatening in nature.  Staff 
must assess the situation and intervene in a calming non-threatening manner. The goal is to help the child regain 
self-control in the least restrictive way. If physical restraint is used due to a child who is imminent danger the 
incident must be reported immediately to your supervisor, parent notified and documented in writing.  
  
Health Check:  
Staff/volunteers will conduct a health check of each child, each day, as they enter a program noting any fever, 
bumps, bruises, questionable marks or behavioral changes.  Should you have any concerns or you suspect child 
abuse or neglect, this must be reported to your supervisor immediately.  Please refer to the YMCA’s Mandated 
Reporting Policy.  
 

Staff ID & uniforms 

All staff should be identifiable by uniform and/or name tag. Any child or adult should be able to distinguish staff 
from other adults.  
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STRATEGIES TO PREVENT CHILD ABUSE 

 
These preventive strategies are designed to protect the children in YMCA programs and to protect 

YMCA staff and volunteers from being wrongly accused of incidences of child abuse. 
 

1. The YMCA has in place a comprehensive pre-employment screening procedure to screen out staff 
not suited for working with children. 

2. The YMCA will take any allegation or suspicion of child abuse seriously. 

3. Staff understand their legal obligation to report suspected abuse. 

4. Policies, procedures and training are available relating to discipline, supervision, staff/participant 
interaction, staff and volunteer Code of Conduct, etc. 

5. Staff understand what practices may be considered abusive and the difference between what may 
be considered appropriate and inappropriate touch. 

6. Defensive strategies have been identified for avoiding unfounded allegations. 

7. Staff communicate frequently with parents regarding day-to-day activities and encourage parents 
to report or question any behavior or event their child may share that appears out of the ordinary. 

8. Parents know that they can visit, unannounced, any program their child participates in. 

9. Staff try to identify stressed parents and offer support referrals for help. 

10. Staff have learned appropriate ways to manage sensitive issues with children such as toileting, 
sleeping and questions about sex. 

11. Staff protect themselves and the YMCA by agreeing not to be alone with YMCA youth or program 
participants outside of YMCA programs or facilities (i.e. baby-sitting, taking children on trips, 
having them in their homes, etc.). 
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Responding to and Reporting Abuse: Basic Guidelines 
 

When child abuse is suspected or disclosed by a child it is imperative that the staff/volunteer protect the 
child’s right to privacy. 

 
 Find a private place to talk—always maintain the “opportunity to be viewed” 
 Be a good listener/observer—respond calmly, establish a good rapport 
 Minimize the need for questioning—two to three clarifying questions are best 
 Reassure the child—however do not make promises  

 
Mandated Reporter:  All YMCA staff fall under the MA guidelines of Mandated Reporting and are 
mandated by law to report all incidents of suspected abuse or neglect of children under the age of 18 
(according to MA Law (Chapter 119, Section 51A). Any evidence of potential child abuse or observation 
of inappropriate contact by a parent, staff member or other child will be reported to the Massachusetts 
Department of Children and Families. 

 
 
Overview of Reporting Procedure: 

1. Any form of child abuse (a child who is harmed or threatened with physical or emotional harm by the acts 
or lack of action of a caretaker) including physical, emotional, sexual or neglect if suspected, is to be 
reported to your supervisor immediately. 

2. At that time both you and your supervisor (or next/lateral in chain of command) will report the abuse or 
neglect to the MA Department of Children and Families. 

3. Once the suspected abuse or neglect has been orally reported to DCF, a written report (51A) must be 
submitted within 48 hours. Please note that any mandated reporter who fails to make the required reports 
may be fined up to $1000 and /or 21/2 years in jail. (Chapter 119 sections 51A-E). 

4. A written report must be sent to the Association office within 24 hours where a complete file of all 
reports will be maintained.  

5. The Executive Director or designee and Program Director in consultation with DCF may jointly decide if, 
when, and/or how the parents/guardians should be advised that the YMCA has filed a 51A report. 

6. If the alleged abuse involves a YMCA staff or volunteer, they will immediately be suspended from work and 
will remain suspended until a full investigation is completed. Reinstatement of a staff or volunteer will 
occur only after all allegations have been cleared to the satisfaction of YMCA management.  

 
After 5 PM and on weekends, contact:  

Child-At-Risk-Hotline 1-800-792-5200 
DCF Website:  www.mass.gov/dcf 

 

Any witnessed offenses, suspicions of child abuse, or known breeches to the code of conduct should be 
reported to one of the following YMCA contacts immediately: 

Name   Position   phone   email 

     

 

   

     
 

 

http://www.mass.gov/dcf
mailto:canderson@mvymca.org
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Justification for Policies Limiting YMCA Staff Contact with 
Program Participants Outside of Working Hours 

 
YMCAs across the country have enthusiastically embraced an implemented the practices in the YMCA of the USA 
Child Abuse Prevention Training notebook.  However, several Y staff called the YMCA of the USA to ask about the 
rationale and legality of policy #18 in the Employee Code of Conduct.  The item reads: 
      

Staff may not be alone with children they meet in YMCA programs outside the YMCA.  This includes 
babysitting, sleepovers and inviting children to your home.  Any exceptions require a written explanation 
before the fact and are subject to administrator approval.  An approved exception to this rule would 
require the parent or guardian of the child to sign a waiver approving the event and holding the YMCA 
harmless for any resulting civil damages. 

 
Some YMCA supervisors question their authority to restrict what staff can and cannot do on their own time.  
However, this policy was reviewed and supported by the YMCA of the USA’s legal counsel and risk managers.  In 
response to concern over the YMCA’s legal right to require employees not to have contact with YMCA program 
participants outside of those programs, the conclusion of the legal counsel for the YMCA of the USA is: 
 

“YMCA employees are generally employees at will.  That is, they work at the YMCA until such time as a 
YMCA opts not to continue their employment.  Such employees at will are subject to conditions of 
employment, including a rule which denies them the right to babysit or otherwise meet with program 
participants outside of Y programs.  This would also apply to ongoing employees of a local YMCA even 
though a local Y may now just be imposing the rule.  There is no requirement of an employee at will that 
would prevent a local Y from requiring this of current employees, as well.” 

 
This policy is also consistent with recommendation made by the National Council for the Prevention of Child 
Abuse and many child care licensing consultants across the country.  The policy is recommended and has been 
adopted by many YMCAs for several solid reasons: 
 
1. YMCAs can be liable for the actions of their employees even when the employees are not clocked in or 

working for the YMCA.  There have been several incidences where YMCAs were challenged when their staff 
or former staff were accused of molesting children.  The premise is that the YMCA introduced the 
perpetrator (staff) to the family and the relationship developed in a YMCA program and therefore that YMCA 
should assume responsibility. 
 
To understand why this happens, it helps to examine the legal system.  Families are looking for resources 
when their child is molested.  The perpetrator usually does not have money.  Therefore, families look for the 
proverbial “big pockets.”  They name the YMCA in the lawsuit.  Because it becomes very expensive to take a 
case to trial, YMCAs may settle the case before it goes to trial.  Although YMCAs are not admitting guilt, they 
still incur the costs of attorneys and the agreed upon settlement and may have their reputations tarnished as 
well.  It is a risk that they can avoid if they maintain a no babysitting policy. 
 

2. YMCA staff need to understand that they are vulnerable when they spend one-on-one time with children 
outside of YMCA programs, especially if they do not know the family well.  They run the risk of being falsely 
accused of molestation or other incidences.  They run the risk of both a civil and criminal lawsuit; both of 
which could have severe consequences.  Again, it is a risk that we should encourage our employees to avoid. 

 
3. Our employees’ loyalty should be to the employer.  If staff members are developing close relationships with 

families outside of the YMCA, their confidentiality, loyalty, and fairness could become issues.  YMCA staff in 
the Midwest once cited a case where they felt one of their employees, with misplaced loyalties, cleared out 
the file of a child for whom she babysat.  The files contained documentation related to an injury the child had 
sustained in the program.  The YMCA was later named in a lawsuit related to the injury and none of the 
documentation could be found. 
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4. Examples have been cited where young staff whom baby-sit and develop close friendships with parents may 

not have the maturity level necessary to keep their personal and professional lives separate.  Personality 
conflicts, disagreements, and petty arguments can occur between the staff and parent, which makes for a 
very uncomfortable environment for everyone else involved.  

 
5. Some parents have voiced concern over whether staff who baby-sit favor the children for whom they baby-

sit.  If this is the case, they may wonder if the staff’s time is disproportionately given to the children they 
baby-sit for at the expense of the other children. 

 
6. Employees put themselves at risk when they drive children to or from Y events or do one-on-one mentoring 

with children and youth.  They are subject to unfounded accusations, including, but not limited to, sexual 
abuse, and yet leave the Y with little grounds to protect or defend them. 

 
YMCAs may argue that they cannot be responsible for their staff after hours and have no means to monitor 
their activities. They may, however, be viewed as less negligent if they at least have a policy in place and take 
action if they have knowledge that the policy has been violated. 
 
Some YMCAs have found alternatives to allowing staff to baby-sit outside the Y.  A program called “Parents 
Night Out” is gaining popularity across the country. Periodically (weekly, biweekly, monthly) the YMCA 
offers an opportunity for parents to go out and leave their children at the YMCA.  Parents get a break, have 
an opportunity to dine, shop, run errands, spend time together, etc. while feeling confident that their child is 
safe with the YMCA staff.  YMCA staff have an opportunity to supplement their day-time hours with evening 
hours and take home a little extra money in their paychecks. It is a win-win situation for everyone. 
 

Below are some reasons the Executive Director/CEO may grant an employee the privilege to participate in 
activities with a child outside our YMCA programs: 
 

 You and the child’s family or guardians have a relationship that predates your employment or volunteer 
position at the YMCA 

 You and the child’s family or guardians have a relationship which predates the child’s enrollment in a 
YMCA program 

 You and the child or the child’s family or guardian are related 
 
In all of the above cases, a waiver signed by the child’s parent or guardian must be held by the YMCA. 
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YMCA of (insert name)  

 
MEMO 

 
TO:  Parent/Guardian ____________________ 
 
FROM: _____________________ 

 
RE: Pre-Existing Relationship Notification 
 
DATE:   _________________________ 
 
In order to protect your children and prevent any children from having one-on-one contact (other than incidental) 
with employees and volunteers of the YMCA of (insert name), we have adopted a rule which prevents such contact. 
This is done in order to protect the YMCA, as well as your children.  
 
Staff may not be alone with children they meet in YMCA programs outside of the YMCA.  This includes babysitting, 
sleepovers, and inviting children to your home or their home unless one of the following conditions exists: 
 

A. The YMCA employee had a relationship with you, your family or your child which predates his/her 
employment at the YMCA. 

 
B. You and the child’s family or guardians have a relationship which predates the child’s enrollment in YMCA 

program. 
 

C. The YMCA employee is related to you, the child or the child’s family. 
 
In all of the above cases, a signed release must be held.   
 
If any staff members approach you regarding having contact outside the program with your child, or you 
have concerns about inappropriate contact by our staff with your child please call (INSERT NAME) at 
(INSERT YMCA).  They may be reached at (INSERT PHONE NUMBER). 
 

 
I have read and understand they YMCA of (insert name)’s position of not allowing one-on-one contact with my 
child/children.   
 
□    My situation does meet the criteria listed above. Please circle  ( A    B   C ) 
 
 
Print Names of children: ______________________________  ________________________________ 
 
 

_________________________________  ________________________________ 
Signature - Parent/Guardian  Signature - Witness 

 
 

_____________    ___________ 
Date     Date    

    
 
 



42 
 

YMCA of (insert name)  
 

MEMO 
 
 
 

TO:  Staff Member/Volunteer ____________________ 
 
FROM: _____________________ 

 
RE: Pre-Existing Relationship Notification 
 
DATE:   _________________________ 
 
In order to protect our children and prevent any children from having one-on-one contact with employees of the 
YMCA of (insert name), we have adopted a rule which prevents such contact. This is done in order to protect the 
YMCA, as well as the children.  
 
Staff may not be alone with children they meet in YMCA programs outside of the YMCA.  This includes babysitting, 
sleepovers, and inviting children to your home unless one of the following conditions exists: 
 

A. You and the child’s family or guardians have a relationship that predates your employment or volunteer 
position at the YMCA. 

 
B. You and the child’s family or guardians have a relationship which predates the child’s enrollment in a 

YMCA program. 
 

C. You and the child, or the child’s family or guardians are related. 
 
In all of the above cases, a signed release must be held.   
 
Outside contact that does not meet one of the above conditions may result in your termination. 
 

 
I have read and understand they YMCA of (insert name)’s position of not allowing one-on-one contact with 
child/children outside of YMCA programs.   
 

□    My situation does meet the criteria listed above. Please circle ( A    B   C ) 
 

Print child/children’s names:  ______________________________________  ___________________________________ 
 
 

______________________________________  _____________________________________ 
Signature – Staff/Volunteer     Signature - Witness 

 
 

_____________     ___________ 
Date      Date    
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      YMCA 
Waiver and Hold Harmless Agreement 

PLEASE READ CAREFULLY BEFORE SIGNING. 
THIS IS A RELEASE OF LIABILITY AND WAIVER OF CERTAIN LEGAL RIGHTS. 

 
THE YMCA PROHIBITS STAFF MEMBERS FROM CARING FOR, PROVIDING INSTRUCTION TO, OR 

ENGAGING IN A SOCIAL RELATIONSHIP OUTSIDE OF APPROVED YMCA ACTIVITIES WITH 

CHILDREN (OTHER THAN FAMILY) WHO PARTICIPATE IN YMCA PROGRAMS OR CLASS 

ACTIVITIES.  THIS POLICY IS DESIGNED FOR THE PROTECTION OF ALL INVOLVED – CHILDREN, 

STAFF MEMBERS, PARENTS, AND YMCA. 

 

This waiver has been prepared to allow for the administrative approval of a staff member’s involvement 

outside of this normal policy. APPROVAL SHOULD BE GRANTED ONLY WHERE THERE IS 

VERIFIABLE PRIOR KNOWLEDGE AND RELATIONSHIP. 

 

     , a YMCA staff member, has been asked to provide care/instruction and/or to engage in a social 

relationship with our child(ren) outside of an approved YMCA program.  Having read the cover letter 

explaining the YMCA’s reasoning for this restriction, it is still the desire of the staff member named above 

and the parent(s) and/or guardians whose signature appears below to enter into such an agreement (the 

“undersigned”).   

 

The undersigned hereby assume all risks associated with an outside social relationship with the YMCA 

staff member. The undersigned understand that the YMCA selects and screens its staff members for its 

own programs. The undersigned understand that the YMCA can neither anticipate nor control the 

situations which might arise as a result of allowing a YMCA staff member being engaged with minors 

outside of an approved YMCA program. The undersigned understand that the above-named individual is 

not a representative of, nor an agent for, the YMCA. 

 

Additionally, the undersigned agree to hold harmless, release, defend and indemnify the 

      YMCA, its affiliated organizations and companies, and each of their respective agents, employees, 

representatives, assigns, officers and directors (each hereinafter a "released party") for any and all liability 

and/or claims for injury or death to persons or damage to property arising from the outside social 

relationship with the YMCA staff member, including those claims based on any released parties alleged or 

actual negligence or breach of any express or implied warranty. 

 

The undersigned takes full responsibility for any injury or loss to myself, my spouse, or child(ren), including 

death, which I, my spouse, or my child(ren) may suffer, arising in whole or in part out of the outside social 

relationship with the YMCA staff member.  By signing this release, the undersigned agree not to sue any 

released party and agree that they are releasing any right to make a claim or file a lawsuit against any 

released party.  The undersigned further agreed to defend and indemnify each released party for any and 

all claims of the undersigned and/or a third-party arising in whole or in part of the outside social 

relationship with the YMCA staff member.  The undersigned agree to pay all costs and attorney's fees 

incurred by any released party in defending a claim or suit brought. 

 

In the case of a minor in jurisdictions where permitted, the undersigned parents or legal guardian 

acknowledges that he/she is also signing this release on behalf of their minor and that the minor shall be 

bound by all the terms of this release.  Additionally, by signing this release as the parent or legal guardian 
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of a minor, the parent or legal guardian understands that he/she is waiving certain rights on behalf of the 

minor that the minor otherwise may have.  BOTH PARENTS MUST SIGN. 

 
 

Printed Name of  
Parent(s)/Guardian:       
 
Date:          

 

Address:        

       

Signed: _____________________________________________________________ 
 
 
 
Printed Name of  
Parent(s)/Guardian:       
 
Date:          

 

Address:        

       

Signed: _____________________________________________________________ 
 
 

 
For YMCA Use Only 

 

Received by the YMCA on:        

 

Placed in Staff Member’s Personnel File:       
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Acknowledgement of Receipt and Understanding of the 
YMCA of (insert name)’s Child Abuse Prevention Policy 

 
 
 

I have received and understand the following policies: 
 
 

 Staff Recruitment and Training 
 Staff/Child Policies & Staff Guidelines 
 Reporting Suspected Child Abuse 
 Code of Conduct (separate document) 
 Electronic Communications Policy (separate document) 
 Strategies to Prevent Child Abuse 
 Justification for policies limiting YMCA Staff contact with program participants outside of 

working hours 
 

By signing below you affirm you have received and reviewed the contents of the Child 
Abuse Prevention Policy and agree to abide by the policies and procedures herewith. 
 

 
 
 

 
___________________________________  ___________________ 
Employee/Volunteer Name (print)    Date 

 
___________________________________ 
Employee/Volunteer Signature 

 
_______________________  _____________ 
Designated YMCA Representative/    Date 
Supervisor 
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         Social Networking Policy 

 

Opening Statement: 

Families entrust their children to the YMCA of (insert name) care for childcare, day camp, resident camp, 

afterschool and other youth programs. Our promise to these families is that we will provide a safe environment 

in which all participants are treated in a caring, honest, respectful and responsible way. Our mission charges us 

to “build a healthy spirit, mind and body for all.” 

 

YMCA of (insert name) Code of Conduct for Personal Web sites and Web-Logs (Blogs) and Other Social 

Networking Sites 

As a paid YMCA employee, it is every staff member’s responsibility to deliver on the Y’s promise and mission 

and to project and further the mission. This includes all dealings with the community; inside and outside the 

workplace, both on and off duty. It is the responsibility of any Y employee to avoid any inappropriate speech or 

behavior in the presence of our community members at all times. No one should have reason to be offended or 

embarrassed by YMCA’s staff’s speech, appearance or conduct.  

 

The YMCA’s code of conduct and personnel policies detail the Y’s expectations and your responsibilities as a 

staff member; however the advent of personal web sites and blogs and other social networking (i.e. Facebook, 

Twitter) as well as other forms of technology have increased our exposure and the risks to our reputation. For 

this reason, the YMCA has developed these standards of behavior in electronic and virtual public forums.  

 

Your YMCA telephone answering message, voicemail, personal website, email address, text messages, blog 

posts and Facebook interactions are all accessible to the community at large. Therefore, they must be consistent 

with the YMCA’s mission and values.  

 

Employees are responsible for the content of all text, audio or images that are placed or sent over the Internet.  

Fraudulent, abusive, profane, harassing or obscene messages are expressly prohibited.  No messages with 

derogatory or inflammatory remarks about an individual’s or group’s race, religion, national origin, physical 

attributes or sexual orientation may be transmitted.  Information transmitted should not violate or infringe upon 

the rights of others. 

 

If you choose to post a personal website, or to participate in social media, (i.e. FaceBook) chat rooms or blogs, 

the following guidelines must be followed: 

 

1. The YMCA Code of Conduct requires that the staff does not initiate outside contact with members or 

program participants. Under no circumstances should an employee encourage access or provide access 

information to his or her personal website or blog to a teen member or program participant under the age 

of (18) eighteen. 

The use of photos, logos or images of the YMCA or its programs is prohibited. If you use the YMCA’s name 
(including names of camps or other programs) in any such communication, you should be especially careful to 
support and certainly not harm or ridicule the YMCA’s image or mission and it must be approved by an executive 
director prior to posting.  
 
YMCA staff must uphold the YMCA’s value of respect for the individual and avoid making defamatory statements 
about YMCA supervisors, employees, members, participants, clients, partners, affiliates and others including 
competitors.  
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2. Your personal website should be marked “private,” so only the people that you have invited may access 

your page.  As an employee, you are prohibited from inviting YMCA youth (campers, program 

participants, members, etc. under the age of 18) to access your website.   

 

3. Any personal website, blog or Facebook interaction should not contain commentary that violates the 

YMCA’s policies on harassment or discrimination.  

 

4. You are solely responsible for any legal liability arising from or relating to the content from your 

personal website and/or blog. 

 

5. If you are a group site administrator, you are strictly forbidden from sharing your administrative login 

and password. If you have been found to violate this policy, disciplinary action will be taken up to and 

including termination of employment.  

 

6. Any reference to the YMCA must include a disclaimer stating that the views expressed are yours alone 

and that they do not necessarily reflect the views of the YMCA.  

 

7. Media inquiries- if a member of the media contacts you about any YMCA post or discussion thread, you 

are to forward that media inquiry to the Program Director or appropriate YMCA designee. 

 

8. YMCA staff should promote the core values of caring, honesty, respect and responsibility in their speech 

and behavior at the YMCA, with the community and in any public forum.  

 

9. Any information that is confidential or proprietary to the YMCA should not be disclosed to any third 

party. Additionally, you are strictly forbidden from posting copyrighted material or any intellectual 

property that belongs to another organization or to someone else.  

 

10. Unless specifically authorized by the YMCA, time spent participating in the above mentioned computer 

activities must not interfere with your job duties. If a manager determines that an employee is not 

working to their full potential because of personal misuse of YMCA technology, disciplinary action will 

be taken up to and including termination of employment.  

 

The YMCA does not intend to interfere with any employee’s private life, but publicly observable 

communications, actions or words are not private. All YMCA staff must use good judgment and discretion. If 

you want your use of technology to be private, do not allow it to be seen in the electronic public forum. If you 

or your words are public, make sure they are not contradicting with your role at the YMCA and they are 

reflective of the mission and values of our association.  

 

Procedures: Initiating a Facebook Page 
What:     Association’s central office will initiate a Facebook Page which will be open to fans for locations that 

wish to have one.  The main office will then provide administrative access to the location’s designated 

administrator. 

Who:     Each branch will appoint one administrator for their individual branch Facebook Page.  Additionally, 

the Executive Director will have responsibility to monitor the Page site to ensure all content is correct and 

appropriate.  

Oversight & Monitoring: The oversight of all YMCA Facebook communications and publications will be 

monitored by the Social Networking Committee which consists of: 

 Human Resources-     

 One administrator per branch   
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Monitor Responsibilities: 

Facebook administrators are responsible to check the YMCA Facebook Page site everyday to ensure that no 

inappropriate comments are posted on a ‘wall’ or written in a ‘discussion’ string. Photographs of members 

cannot be used without signed consent from the member. Monitors should be cognizant of any new wall posts 

or discussion threads to ensure that they reflect the values of the YMCA.   

 

 

Situation Specific Guidelines:  

1. What do we do when a fan posts something inappropriate? The site administrator deletes the post 

and sends the fan a note stating “Your recent wall posting on our Facebook Page site did not reflect the 

values of YMCA of (insert name) and as such we removed it. If you would like to discuss it please feel 

free to call me at: [location phone number]. Thank you.”  Then, the monitor can note on the page Wall 

that a comment was deleted due to inappropriate content, and that our pages operate under the principles 

of caring, honesty, respect and responsibility. 

 

2. What do we do if an employee posts something inappropriate? The branch site administrator 

deletes the post and emails the employee stating “Dear Employee, your recent wall posting on our 

Facebook site did not reflect the values of the YMCA of (insert name) and as such we removed it. It is 

also a direct violation of YMCA Social Networking Policy. Please call me as soon as possible so we can 

meet to discuss your posting. Thank you”. 
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Acknowledgment: 
 

I acknowledge that as an employee, I am a representative of YMCA of (insert name) and that program participant’s, 

campers, parents, and other staff members may associate me and my actions with the YMCA.  I recognize that my 

actions may positively or negatively impact the YMCA, thus I hereby agree to be bound by the general YMCA rules 

as well as those governing online communications both during the period of my employment and after I cease to be 

employed by the YMCA. 

 

I will not send, share or post e-mail, blogs, images, videos or content that is cruel, demeaning, disrespectful or 

intentionally hurtful to a member of the YMCA community or to any membership participant from a YMCA 

program.  I will not download, share, send or post material of a sexual nature, or which includes nudity, violence, 

drug or alcohol use, illegal actions, or any activity which is counter to YMCA values. I will respect the boundary 

between program participants, campers and staff members particularly when it comes to my online communications.   

 

I agree that such actions are not in line with the values of YMCA, or the teachings of YMCA core values of Caring, 

Honesty, Respect, and Responsibility.  I agree that the harm caused by such actions may have a negative impact on 

my reputation and may injure the self-esteem of members of the YMCA community and therefore may result in the 

termination of my employment. 

 

I agree: 

 TO set my Social Networking sites to Private so that only individuals that I approve may see the content of 

my site. 

 NOT to upload any inappropriate material (videos, photos, music, etc) that could damage the reputation of 

the YMCA of (insert name).  

 NOT to upload any material (videos, photos, music, etc) of “Campers”, “Program Participants” or 

“Members” or any material that identifies me as a YMCA staff member without the express permission of 

the Chief Operating Officer or Vice President of Human Resources. 

 NOT to accept “Program participants, students or campers” as “Friends” so they have unlimited access to 

my site. 

 To report any and all inappropriate internet use of YMCA of (insert name) network to the appropriate 

director. 

 

I agree to be bound by the YMCA Code of Conduct and rules as well as those governing online communications 

both during the period of my employment and after I cease to be employed by the YMCA.  

 

 

Signed: ________________________________________ Date: ______________ 

 

Print: _________________________________________  

 
 
 
 
 
Table of Contents 
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3. Supervision & Performance Management 

 

Supervising program operations in your YMCA may be a seemingly complicated charge, yet one 

that must not be compromised. We must insist that our policies are indeed in place in daily 

programs and events at the YMCA. Through day-to-day interaction, unannounced visits, regular 

audits and performance reviews you and your leaders should know if your staff and volunteers 

understand and follow all of the association protocols.  

The following documents are pieces of guidance for those in supervisory roles – an overview of 

the management process, questions to consider when walking through a facility, bathroom 

procedures which must be in place (at the very least for all state-licensed programs), and 

additional points of reference and suggested practices for various challenges in programs and 

operations.  
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  Supervision and Performance Management Process 
 

 
Policy:  

It is expected that supervisors, site directors, branch executives and other leadership members will 
hold front line staff/volunteers and each other accountable by visiting each program site as deemed 
necessary. Announced and unannounced audits will be conducted of all YMCA programs; these audits 
will directly review abuse prevention practices. The assessments will be performed by branch and 
association leadership. 
 
Procedures:  

 Observe each child care / camp program twice per month (document observation)  

 Observe session programs once per session (document observation) 

 Program Administrator supervising decentralized sites of operation will make unannounced visits at 
least two times per month. YMCA site observation forms are to be filled out and filed.  

 Executive Director or designate, other than staff referred to above, will visit each child care and day 
camp operating site at least two times a year 

 A written 90 day and annual staff evaluation should be completed 

 

 

For each program and site a supervisor is responsible for, consider the following: 

 How often are staff members and volunteers monitored? What is the depth/level of this monitoring 
process? 

 Make sure it is clear who is responsible for evaluating each staff member, and how often it occurs 

o Employee should be familiar with the evaluation process and review 

o Employee should have opportunities to gain feedback/coaching from supervisor 

 Document evaluations of staff/sites and any recommendations or items discussed/noticed 

 Do staff know how to professionally hold one another accountable, or conduct ‘peer audits’ for 
similar programs? 

 Who is responsible for checking the personal and public websites (Facebook, Twitter, etc) of 
employees?  
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Supervising Staff 

Programs and facilities vary between YMCAs, and it is important to ensure that children are properly 
cared for and protected in all circumstances. The needs of your members and participants will be diverse. 
Even if there are ‘special cases’, walk through your sites and consider whether these exceptions are 
managed properly to protect children.  

 

Possible items to look for when walking through facilities and YMCA programs: 

Abuse Prevention 

 Is any staff member or volunteer one-on-one with a child?  
 Are staff’s interactions with youth appropriate (no tickling, lap-sitting, etc)? 
 Are there ever children who are not visible to staff?  
 Pairs/groups of youth without engaged supervision, children not in plain sight, windows obstructed? 

(there should be visibility into all areas where children’s activities occur) 
 Observe a restroom break – is the association policy in action? 
 If applicable, walk through the locker room – are children alone? Changing clothes with members or other 

guests present? 
 Observe a child pick-up/drop-off – what happens when all but one child have left? Is each child signed out 

by authorized individual? 
 Check all doors/spaces that are off-limits to children and ensure they are indeed locked 
 All staff members identifiable as YMCA staff (wearing ID, staff shirt, etc)? 
 Any staff/volunteers using personal cell phones or cameras at the facility? 

 

General Safety  

 At the end of the day, are staff performing other duties (cleaning) when there are still children in need of 
supervision? 

 Are activities age-appropriate, and are mixed age activities appropriate for all of the children? 
 Are staff members using positive methods to lead the children in the activity? 
 Program site is clean and orderly to set a positive example for children and parents 
 Equipment is in good condition and repair 
 Playground is in good condition and appropriate ground cover is in place at key landing areas.  Children are 

not participating in unsafe activities or ones that are age inappropriate. 
 

Staff Reminders  

From time to time, make sure staff, volunteers AND parents are aware of fundamental rules within your programs, 
such as: 

 Electronic communication with participants 
 Outside contact/babysitting policy 
 Gift giving 
 Appropriate physical contact with children 
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Recommended Bathroom/Locker Room Procedures 

Regarding the threat of sexual abuse, it is recognized that bathrooms and locker rooms are high risk areas 
for all children who participate in YMCA programs. It is expected that children who participate in YMCA 
EEC licensed programs are not sent to locker rooms/restrooms without a YMCA staff member present. 
Controls must also be put in place to monitor and reduce the risk of abuse of children in non-licensed 
programs and offsite locations; each YMCA should implement creative yet strategic ways to protect 
children who are under YMCA staff supervision. Whenever possible, the YMCA should strive to follow these 
recommended guidelines and strategies that will help the YMCA address the challenging exposure of 
bathrooms, locker rooms and changing areas: 

Locker Room Procedures & Recommendations: 

Frequent and irregular sweeps in locker areas (approximately twice per hour) take place. These are documented 
on a simple form (see next page) and posted in a visible place inside the locker room. Additionally, all unused 
rooms, closets, and sections of the facility should be locked and sweeps performed to ensure this – especially 
during times of transition and high use of the facility by youth. 

Staff should be encouraged to use the restroom in the locker rooms to provide additional monitoring of the area. 
When children in licensed YMCA programs are using locker rooms, staff will abide by the following procedures: 

Bathroom Procedures & Recommendations:   

 The “rule of three” specifies that there should always be at least three people present – i.e., one employee 
and two or more children, or two employees and one child. Three or more children unsupervised do 
NOT meet the “rule of three” criteria. (A volunteer may be included in the “rule of three” when it 
includes an employee with a child)  

 Staff will ensure the restroom is unoccupied before allowing children to use the facilities. If the restroom 
is occupied the staff will maintain presence in the restroom the entire time children are inside. 

 Staff will strive to always take children to the bathroom in groups. 

 Staff will send the children into the bathroom in small groups, with no more children than the number of 
stalls or urinals.  

 Staff members can and are encouraged to be inside the facilities so they can be easily seen by the children 
and so they are able to immediately stop any inappropriate activity. 

 If assisting young children in the toilet stalls, the door to the stall must remain open. 

 For single stall bathrooms the YMCA staff will be positioned outside of the bathroom to make sure no one 
else enters the restroom.  

 At minimum, when multiple children are in the bathroom or locker room, YMCA staff members will be 
standing in the doorway so they can have at least auditory supervision of the children. This policy allows 
privacy for the children and protection for the staff (not being alone with a child).   

o Staff stand outside the door, with the door ajar, so they can hear what’s going on.   
o Youth are aware the staff member is standing right outside, within earshot and eye sight. 

Off-site Bathroom Procedures: 

The risks to children change when they are off-site. In order to protect them from predators who may be at 
fieldtrip locations the following standards will be enacted: 

 Staff will check all bathrooms immediately prior to use by the children and will be in the restroom (if not 
single stall) when it is being used by a child 

 Children’s changing of clothes should take place before leaving the YMCA facility and if possible should 
wait until the group has returned to minimize the use of changing facilities in public locations. 

 No child regardless of age should ever enter a bathroom alone on a field trip/off-site location   

 Protocols for unusual circumstances/off-site activities will be established and strictly followed to create a 
safe bathroom environment. 
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        Additional Guidelines for Interacting with Youth 
 
This document includes recommended practices to keep children safe from abuse.  These items should be 
referred to when developing new programs, examining current activities, or even training 
staff/volunteers on child safety. YMCAs must be committed to strive to incorporate these 
recommendations, train staff and volunteers of these expectations, and hold others accountable to the 
following guidelines:  

1. Treatment of Children 

Staff/volunteers shall not abuse or allow children to be abused. This may include, but not be limited to abuses 
such as: 

 Physical abuse – striking, hitting, shaking, grabbing 
 Emotional abuse – humiliating/shaming, bullying, threatening, harsh or improper language 
 Sexual abuse - inappropriate touch, exposing, exploitation, improper verbal exchange  
 Neglect –withholding/forcing  food, clothing or shelter, basic care 

2. One-to-One/Being alone with children  

Policy:  
In order to protect YMCA staff, volunteers, and program participants, at no time during a licensed YMCA 
program may a staff person be alone with a single child where they cannot be observed and/or interrupted 
by others. All children who are registered into licensed programs should be supervised by YMCA staff at all 
times. This includes bathrooms, locker rooms and changing areas during day camp or after school. At no 
time should one staff member have direct care of a single child. If a staff member becomes alone with a 
child, s/he should promptly move to a location where s/he can be observed by other YMCA staff members. 

Procedure:  
The YMCA will design and structure its programs to eliminate the potential for a staff member to be in a 
one-on-one situation. Individual programs will be managed accordingly.  

 YMCA staff members are not to have children enter closets or storage areas to retrieve equipment.  
 Volunteers will never be alone with children or supervise children.  As staff supervise children, they should 

space themselves in a way that other staff can see them.   
 Children should always be within sight and sound of a staff member. 
 The” rule of three” specifies that there should always be at least three people present i.e. one employee and 

two children or two employees and one child.  (A volunteer may be included in the “rule of three” when it 
includes an employee with a child). 

 Should a staff member find him/herself unintentionally in a one-to-one situation with a child, he/she will 
document the encounter in a logbook, recording the time, date, location, and other outstanding details of 
the situation. 

 

3. Hugging and touching of children   

Policy: 
Appropriate physical contact is important in the emotional development of all children and children at 
different developmental levels will need differing degrees of physical contact.  Staff will respect children's 
rights to not be touched in ways that make them feel uncomfortable, and their right to say no.  
 
Procedures: 

 YMCA staff members should not perform frontal hugs of children - Hugs should be from the side.  
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 The staff member should get down to the child’s physical level when possible.  
 YMCA staff should not touch children in any body location that would be covered by a bathing suit 

(diapering is the only exception to this rule)   
 Staff members should not pick-up school-aged children (to reduce potential for both abuse allegations and 

physical injury)  
 School-aged children should not be allowed to sit on their laps. 
 Always have hands visible as much as possible 
 Refrain from kissing or showing intimate displays of affection  
 Tickling, horseplay or roughhousing are not allowed 
 Staff should not place themselves in a situation where someone may misjudge their actions 

 

4. Outside Contact 

Policy:  
Staff and volunteers will refrain from any interactions with children under eighteen years of age that are 
participants in programs of the YMCA outside of the program activities. The only exception to this policy is if 
there is a pre-existing relationship between staff and the family.  Both parties will be required to sign a form 
acknowledging the family’s pre-existing relationship with the staff member and relieving the YMCA of any 
responsibility for the actions of the staff member with regard to that relationship.  
 
Procedures:  
If the staff member has a pre-existing relationship, e.g., for babysitting, the family and staff member will be 
required to sign a form acknowledging the family’s pre-existing relationship with the staff member and 
relieving the YMCA of any responsibility for the actions of the staff member with regard to that relationship.  
YMCA staff may not have contact, beyond incidental, with children they meet in YMCA programs outside of 
the YMCA.  This includes but is not limited to:  
 extra practices, coaching, or tutoring 
 transportation in a non-YMCA vehicle 
 private special events such as movies, or sporting events, or any other similar excursions 
 visits to any residence 

5. Dating 

Staff 18 years and older may not date staff/program participants under the age of 18 

6. Diapering and private activities –  

Putting on bathing suits, taking showers, toileting & diapering are all examples of private activities that must be 
supervised using the “Rule of Three”.  When this is not feasible, staff should be positioned so that they are 
visible to others. 

When assisting a young child with bathroom duties, staff members will not close doors to the bathroom or stall 
so they can be observed. 

7. Additional expectations with children: 

 State or mandated supervision guidelines will be followed. Staff should be of minimum age 16 to supervise 
a group of children 

 Profanity, inappropriate jokes, sarcasm, gossiping or sharing intimate details of one’s personal life, any type 
of harassment in the presence of children/staff/volunteers is strictly prohibited. 

 Tickling, horseplay or roughhousing are not allowed 

8. Bathroom/ locker room procedures – see Recommended Bathroom/Locker Room Procedures 

 Additionally, use of bathrooms located in program space should be limited to program participants. Staff 
will ensure that members or guests are directed to alternative facilities while children are in these 
bathrooms.  
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9. Program audits/monitoring – see Supervision & Performance Management Process 
 
10. Social Networking & Electronic Communication 

Policy: YMCAs will eliminate the potential for outside contact between YMCA staff/volunteers and youthful 
program participants via electronic means. 

Procedure:  

 Staff and volunteer will abide by the Association’s Electronic Communications Policy. 
 At minimum, staff and volunteers will not  

o exchange personal email addresses or phone numbers with youthful participants 
 Electronic communication should be approved and transparent. Staff & volunteers 

should not be in communication with YMCA participants through personal webpages 
and social networking methods (such as Facebook or MySpace). Instead, official YMCA 
pages that are monitored by an administrator should be utilized. 

o take photos, videos, audios or engage in communication with children via cell phones, handheld 
device, computer etc.  

o engage in any internet activity that would reflect unfavorably on the YMCA or be deemed 
inappropriate by the association.  

 Supervisors will monitor staff (i.e., perform unscheduled ‘spot checks’ on social networking pages) and 
reinforce this policy with all staff and volunteers.  

 Exceptions for teen programs will be dealt with on a case-by-case basis; guidelines will be established by 
each YMCA. 
 

11. Vehicle procedures 

Policy: YMCA ratios and supervision standards apply during transportation.  

Procedures:  
 Staff/volunteers may not transport YMCA participants in their own vehicles. Should an emergency occur 

and personal transportation is necessary, a second person is required to ride along in the vehicle. 
 All buses/vans must have at least one monitor with a minimum age of 18 
 Minimum of two staff on all buses (excluding driver) 
 Whenever possible, monitors should also be present on vans and teen trips, positioned as detailed below 
 Transportation guidelines/positioning of staff:  

o Staff will spread themselves out in the vehicle and maintain their focus on the children while 
transportation is occurring.  

o If the children are of multiple age groups, they should be seated by age group with older children 
positioned to the rear of the vehicle 

o Boys and girls should not occupy the same seat; children with known relational/behavioral 
challenges should not be placed together 

o If larger capacity buses are used, staff should monitor behavior by walking through the aisle on a 
frequent, irregular basis 

 
12. Parental visits 

Policy: The YMCA communicates with families about the YMCA policies/procedures as well as its 
commitment to the safety of their children.  

Procedure: Families/parents are made aware that they are encouraged to visit unannounced and observe 
any program their child participates in, and they may express concerns to staff members in charge or a 
Program Director.  

 
13. Pick-up & drop off procedures  
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Policy: Children’s safety will be monitored as soon as they enter a program until they leave the premises.  

Procedure: 
 Under no circumstances will staff/volunteers release children to anyone other than the authorized parent, 

guardian, or other adult authorized by the parent or guardian.  
 Photo Identification documentation required for pick-up on authorized pick-up list 
 Authorized individual must sign the child in and out of YMCA program 
 At staff discretion, children age (insert age) and older can sign out of a program with parental consent 

form & have limited access to Y facilities for middle school & teen programs 
 

14. Security 

Policy: Facilities that the YMCA owns or uses (schools, parks, places of worship) are designed and maintained 
for optimum prevention of abuse.  

Procedures:  

 The YMCA will perform daily sweeps of the facility to ensure access is limited to the space used by children 
 Lock all doors of spaces not in use (closets, meeting rooms) 
 All persons entering and exiting the facility are monitored, and windows and entrances are secured against 

trespassers 
 All parts of the facility and outdoor areas (parking lots, gardens) are well lit 
 There are no accessible and unmonitored or hard-to-see areas (unlocked closets, empty rooms, etc.) 
 The design of the facility allows for unobstructed supervision of staff members, volunteers, participants 
 Classroom windows should not be blocked (shades, furniture, etc.) 
 Diapering stations will be open/visible to other staff in the room 
 Doors without windows should remain open while room is in use 
 Recommend that new construction & renovations include secure areas for children (buzzer system/key 

fobs etc.) 

15. Daily Health Check 

 It is encouraged that staff/volunteers conduct a health check of each child, each day, as they enter a 
program noting any fever, bumps, bruises, questionable marks or behavioral changes.  Should you have 
any concerns that you suspect child abuse or neglect report it to your supervisor immediately and your 
association’s Mandated Reporting Policy.  

16. Member expectations around children  

Members are expected to use decent language and act in a positive manner. Members who talk in a sexual 
manner, perform sexual gestures, sexual acts, or attempt inappropriate contact with a child will have their 
membership suspended or terminated depending on the degree of the offense. The police may be contacted, 
if warranted. No use of cameras or cell phones is allowed by members in the changing/bathroom areas. 
YMCAs should establish and evaluate regulations for camera/phone use on pool decks and in swimming 
areas. NOTE: Member records can be run automatically against child abuse and sex offender registries for 
each state, if your association’s software vendor has such capability. 

17. Staff ID & uniforms 

All staff should be identifiable by uniform and/or name tag. Any child or adult should be able to distinguish 
staff from other adults in the building; this identification/uniform system should be consistent across an 
association.  

 
 
 
 

Table of Contents 
 



59 
 

 
 

 

 

 

4. Feedback & Reporting Systems  

 

No matter how well you supervise your staff and volunteers, you can’t see everything all of the time. It’s 

very important to instruct your staff to report anything they notice regarding a gap between protocols 

and practices.  

It’s also very important to get the parents and families of the children in your programs to know and 

understand the Code of Conduct so that they can “help you supervise.” Parents should be educated and 

then encouraged to ask their children about issues such as bathroom procedures, what happens on the 

bus and, ultimately, if anything is making them uncomfortable at the YMCA. Feedback is a vital part of 

staff supervision. Valuable tools to put into the hands of parents and community members can be found 

in this section. 

Should an allegation or suspicion of abuse occur, all staff and volunteers are trained in the steps of the 

reporting process, included in this section.  
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         Feedback Systems- Parent Information 

 
 

1. Parental Education 
It is imperative that parents are aware of child protection policies in place at the YMCA. In cases of 
child sexual abuse where the abuser was a YMCA employee or volunteer, we often find out too late 
that the parent was an unknowing enabler of the abuse. Parents can be vigilant only when they are 
knowledgeable of inappropriate conduct between YMCA staff/volunteers and their children.  

 
At the start of every program, provide parents with access to the following:  
 

 Code of Conduct 
 

 Child Abuse Prevention Policy, including 

o Outside Contact Policy and pre-existing relationship form 
o Basic information regarding Social Networking/Electronic Communications Policy 

 
 Important questions to ask children on a regular basis in order to detect abuse concerns 

o Is anyone scaring or threatening you? 
o Is anyone asking you to keep secrets? 
o Has anyone said anything to you that made you feel bad? 
o Is anyone touching you in a way that you don’t like? 

 
 

 Staff contact information for violation of policies    
o Each branch or association should provide both male and female trained staff contacts that families 

can call in case of a question or concern – this ensures that all concerns can be centralized and 
fielded consistently. 

o These staff contacts will receive training on responding to an allegation, child abuse warning signs, 
and YMCA policies so they can effectively respond to concerns and questions. 

 

Any witnessed offenses, suspicions of child abuse, or known breeches to the code of conduct should be 
reported to one of the following YMCA contacts immediately: 

Name   Position   phone   email 

     

   

2. Child Education   

Children participating in camp, after school, teen programs, and other programs should be 
informed of the policies staff/volunteers have agreed to follow regarding physical contact, gift 
giving and outside contact. Lessons on safety should include the topic of ‘body safety.’ 

 
3. Community Education 

Child abuse is not only an issue for the YMCA, but rather the whole community. The YMCA should 
take advantage of opportunities to become a resource and leader for its greater community by 
dispensing knowledge about child abuse and offering prevention workshops or training sessions 
for community members. Darkness To Light (www.darkness2light.org) provides resources. 

http://www.darkness2light.org/
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YMCA of (insert name) 

Parental Notification of Communications Policy  
(Telephone, Voicemail, Email, Web site, Facebook/Twitter, Blogs, Cell phone, Text messaging) 

 

Families entrust their children to the YMCA’s care for child care, camp and other youth programs.  Our 
promise to those we serve is to provide a safe environment in which all participants are treated in a 
caring, honest, respectful and responsible way.   

 

YMCA staff, volunteers, program participants and parents must work together to insure 
adherence to this policy. 

YMCA Staff & Volunteers 

1. Will block any personal websites or blogs and mark them as private, denying access to any Y 
program participants. 

2. Will not disclose personal email, telephone, cell phone or website information to any program 
participants. 

3. Will not attempt to contact any participant via phone, text message, email, web site or blogs for 
non program related business. 

4. Will not use any photos taken for YMCA programs or marketing purposes for personal use. 
5. Will not use cell phones for personal calls during business hours. 
6. Will not use cell phone cameras to take photos of program participants for any reason. 
7. Will notify his/her supervisor immediately if a youth attempts to communicate with an employee 

via e-mail, instant message, cell  phone or social network site 
 

 

YMCA program participants and their parents agree 

1. Not to contact any Y staff via staff’s personal telephone/cell phone, text message, email, websites 
or blogs. 

2. Not to use cell phones during program hours (except for emergency situations) 
3. They will not use photos, logos or images of the YMCA or its program participants. 
4. Personal photos may only be taken with consent and may not be displayed in any derogatory 

fashion. 
5. Will not take cell phone photos of staff or program participants while engaged in Y programs. 

 

Of course, the YMCA does not mean to interfere with anyone’s private life, but publicly observable 
communications, actions or words are not private and personal expression can have legal consequences, 
including defamation, copyright infringement and trademark infringement. Our mission is to “build 
strong kids, strong families and strong communities.” And adherence to this policy will insure our 
success.  It is everyone’s responsibility to deliver on this promise.  Any concerns should be immediately 
reported to your child’s program director or department head. 

 

Failure to comply with the communications policy may lead to suspension or 
termination from a program. 
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   Responding to an Allegation - Overview 
 

1.    Reporting suspicious behavior to a supervisor –  
 All staff members/program volunteers must have received specific training concerning the requirement 

to report violations of YMCA policies immediately to their supervisor.  
 YMCA staff/volunteers are expected to observe the behavior of others, including that of supervisors, and 

to report any suspicions to that a supervisor/secondary person. 

 Mandated reporter –  
 All YMCA staff members are mandated reporters with regard to child abuse (according to MA Law 

(Chapter 119, Section 51A). Any evidence of potential child abuse or observation of inappropriate 
contact by a parent, staff member or other child will be reported to the Massachusetts Department 
of Children and Families. 

 Suspension of staff or program/participant offender –  
 Any YMCA staff member/volunteer who is alleged to have abused a child will be suspended pending the 

outcome of the investigation. 
 If the allegation is against a program participant, s/he will be suspended pending the outcome of the 

investigation. Depending on the severity of the incident the participant maybe terminated from the 
program. 

 Incident investigation – 
  The YMCA will perform an investigation following any allegation of child abuse by a staff member, 

volunteer, participant or member.  

 Parent Notification - 
 In the event that the accusation or suspicion of child abuse involves the parent, a decision will be made 

jointly by the Branch Executive Director/designee and Program Director, as to if, how, when and by whom 
the family will be notified of the report. 

 In the event the reported incident or suspicion involves an employed staff person or volunteer, the parents 
or legal guardian of the child(ren) involved in the alleged incident will be promptly notified in accordance 
with the directions of the relevant state or local agency. 

 Insurance company contact –  
 Immediately after an allegation of abuse the YMCA will notify its insurance company (insert name and 

contact information). 

 Record retention –  
 Following an allegation against a staff member/volunteer, their personnel file will be sealed and locked 

in a secure location. The file will have no items removed or added. It will only be moved from the 
locked location at the direction of the CEO. 

 Working with the media –  
 The YMCA has enacted the media plan outlined by Bishoff Communications. When the plan is enacted, 

only the individuals identified in the plan should speak with members of the media. 

 YMCA of the USA –  
 The YMCA CEO will contact their YMCA of USA Resource Director to apprise them of the situation and 

next steps in the investigation. 

 Counseling –  
 After an event, the YMCA may engage a firm of their choice to provide counseling services to staff and 

affected children. 
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Necessary Components of YMCA Child Abuse Reporting Policies 

1. State the General Laws of Massachusetts – child abuse mandates and definitions Ch. 119 50-A-E 

Chapter 119: Section 51A. Reporting of suspected abuse or neglect; mandated reporters; collection of physical evidence; 

penalties; content of reports; liability; privileged communication 

[Text of section as amended by 2008, 176, Sec. 95 effective July 8, 2008.] 

Section 51A. (a) A mandated reporter who, in his professional capacity, has reasonable cause to believe that a child is suffering 

physical or emotional injury resulting from: (i) abuse inflicted upon him which causes harm or substantial risk of harm to the 

child's health or welfare, including sexual abuse; (ii) neglect, including malnutrition; or (iii) physical dependence upon an 

addictive drug at birth, shall immediately communicate with the department orally and, within 48 hours, shall file a written report 

with the department detailing the suspected abuse or neglect. 

If a mandated reporter is a member of the staff of a medical or other public or private institution, school or facility, the mandated 

reporter may instead notify the person or designated agent in charge of such institution, school or facility who shall become 

responsible for notifying the department in the manner required by this section. 

A mandated reporter may, in addition to filing a report under this section, contact local law enforcement authorities or the child 

advocate about the suspected abuse or neglect. 

Any mandated reporter who has knowledge of child abuse or neglect that resulted in serious bodily injury to or death of a child 

and willfully fails to report such abuse or neglect shall be punished by a fine of up to $5,000 or imprisonment in the house of 

correction for not more than 21/2 years or by both such fine and imprisonment; and, upon a guilty finding or a continuance 

without a finding, the court shall notify any appropriate professional licensing authority of the mandated reporter's violation of 

this paragraph. 

A mandated reporter who is professionally licensed by the commonwealth shall complete training to recognize and report 

suspected child abuse or neglect. 

 

2. Names & numbers of agencies to contact  

 To report possible child abuse or neglect in Massachusetts, you must first file an oral report by 

calling the Child-At-Risk Hotline at 1-800-792-5200 to notify the appropriate area office of the 

Department of Children and Families (DCF). Even if you complete the 51A Report Form, you must 

also first phone DCF directly or the Child-at Risk Hotline. 

 MA Department of Children and Families regional & area directory (find appropriate area office) 

 MA Department of Children and Families Guide for Mandated Reporters 

 MA Child-at-Risk Emergency Hotline: 1-800-792-5200   

 DCF Website:  www.mass.gov/dcf 

 Department of Early Education and Care nearest location:  
 

3. State who needs to be notified to file   

 All incidents will be reported to the proper agency, state and or police authorities for investigation.  

  A written report must be sent to the main Association office within 24 hours where a complete file 

of all reports will be maintained.  

 If suspected abuse has occurred at the YMCA, the case must be reported to the President/CEO of the 

YMCA and the Human Resources Director the same day of the report to DCF.  A copy of the report 

will be sent to the President/CEO 

Confidentiality: 
A system of documentation that assures confidentiality must continually be exercised throughout this 
process. Reports (51A) must be kept in a locked confidential file and copies of these reports will be 
maintained by the President/CEO for a reasonable length of time. 
 

http://www.mass.gov/legis/laws/mgl/119-51a.htm
http://www.mass.gov/?pageID=eohhs2terminal&L=5&L0=Home&L1=Government&L2=Departments+and+Divisions&L3=Department+of+Children+and+Families&L4=Contact+Us&sid=Eeohhs2&b=terminalcontent&f=dss_g_dss_offices&csid=Eeohhs2
http://www.mass.gov/Eeohhs2/docs/dss/can_mandated_reporters_guide.pdf
http://www.mass.gov/dcf
http://www.eec.state.ma.us/contact.aspx
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In the event the reported abuse involves a YMCA staff member or volunteer, staff and volunteers may not 
contact children or parents involved in an alleged child abuse/neglect incident without permission of the 
Branch Executive Director. 

  

4. Conduct an Incident Assessment  

The Program Director will immediately conduct an internal investigation into the alleged incident, speaking to 
all staff members, children and parents who have direct knowledge of a suspected incident. Further 
investigation will be determined by DCF. 
 
Keep in mind the YMCA’s attorney, insurer, and YUSA Resource Director will want to know of any suspicions of 
abuse (when abuse may have occurred at the YMCA) immediately and can provide assistance with the incident 
assessment process. 

 

5. Parent Notification  of 51A report 

 If a YMCA staff member or volunteer is suspected of abuse: The parents or legal guardian of the child(ren) 

involved in the alleged incident will be promptly notified in accordance with the directions of the relevant 

state or local agency. 

 If a parent or guardian is suspected of abuse: The Executive Director or designee and Program Director in 

consultation with DCF may jointly decide if, when, and/or how the parents /guardians should be advised 

that the YMCA has filed a 51A report. 

 

6. Types of abuse to report 

a. Within the Y 

i. Child to child 

1. EEC must be notified (if licensed program) 

2. Notify insurance agency 

3. Notify parents according to association plan 

ii. Staff to child 

1. EEC must be notified 

2. Staff/volunteer must be suspended while investigation is pending. Reinstatement will 

be based on the Association’s guidelines.  

3. 51-A must be filed 

4. Contact Attorney, Insurance, and YUSA Resource director 

5. Notify parents according to association plan 

iii. Parent to child 

1. 51-A must be filed according to Mandated Reporting law; see above 

b. Outside the Y 

i. Follow above procedures 

 
7. Record Retention 

A system of documentation that assures confidentiality must continually be exercised throughout this process. 
Reports (51A) must be kept in a locked confidential file and copies of these reports will be maintained by the 
President/CEO for a reasonable length of time. 

a. 51-A DCF report 

b. Written reports/documentation of observations/conversations from assessment 

c. Include child’s records 
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