
GUIDELINES FOR INCIDENT REPORTING

Groveland Congregational Church

An incident is defined as an accident, injury, property damage, sexual harassment, sexual exploitation, out-of-the-ordinary event such as an unlocked door or window, unauthorized people on church property, improper use of facilities or other similar event that should be reported to church leadership occurring during a church program or event, on or off the property, or at anytime on church property.


The incident may occur


* at any time of day to church staff, members, volunteers or visitors


* at any time of day to Perry Park Preschool staff, members, volunteers or visitors


* during church activities on or off the property


* to people attending non-church activities on church property

When an incident occurs, an effort should be made to obtain a written report from the person witnessing or involved in the incident within 24 hours of the incident’s occurrence.  

An Incident Report Form is to be completed and returned to the Church Administrator’s Office.  The Church Administrator will forward said report in a timely manner to the Chairperson of the Safe Church Committee, or designee, for signature and decision as to further action.  

If it is deemed further action is necessary, a copy of the Report will be forwarded to the Chairperson of any Board or Committee, or church official with a need to know about the incident, and this action will be noted on the original form.

If an injured person contacts a church official, or if a second-hand report of an event is received by a church official, the church official should notify a member of the Safe Church Committee who will then contact the injured party and complete an Incident Report.

Blank Incident Report Forms are available on the clipboard opposite the Church Administrator’s Office.

Completed Incident Reports and other documentation will be filed by the Church Administrator and retained for eight years.


