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Lago Vista Neighbor 
Child Safety Manual  

 

 
Thank you for being part of the team caring for the children of Lago Vista Neighbor (LVN)!  Our 

program thrives only because of all of you, and we can't say enough how much we appreciate each of 

you.  We pray that God blesses you as you work with the children and that you receive great 

satisfaction and enjoyment as well.  

As leaders in the  programs at Lago Vista Neighbor, it is important for you to read and understand the 

information in this Child Safety Manual.  We call you leaders because in the eyes of a child, that is 

what you are.  In the eyes of other adults, you take control in disciplinary and emergency situations, 

interact with parents and guardians, and implement the policies and procedures of Lago Vista 

Neighbor. 

If you have any questions or concerns, please bring them to the attention of the Executive Director.    

The following pages  contain  policies, procedures, guidelines and suggestions to help you in your 

service with the children. If you have any questions about any of them or want to offer suggestions, 

our door is always open! 

God bless, 

Duncan and Laney Howard 

Executive Directors 
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OVERVIEW OF THE CHILD SAFETY PROCESS 

 Because we love and value the children entrusted to us here at Lago Vista Neighbor, we desire 
to protect them.  We also seek to protect our volunteers, our staff, and the Mission of Lago Vista 
Neighbor.  As such, Lago Vista Neighbor requires all staff and volunteers working with children or 
students to complete our Child Safety Process.  It is a simple three- step process, but must be 
completed before work placement begins. 
 
Definitions 
*A “child” is any participant in a Lago Vista Neighbor program under the age of 18.   
*The term “parent” includes legal guardians. 

 
STEP ONE: Training 

Each staff member and volunteer is required to complete our Child Safety Training.  Each participant 
will be walked through the Lago Vista Neighbor Child Safety Manual.  We will discuss the policies, 
procedures, guidelines, and suggestions contained in the Manual.   If the staff or volunteer cannot 
attend the training, he or she must read this Manual online and sign the Statement of Compliance. 
 
 
STEP TWO: Acknowledgement and Understanding  

At the end of training, each staff member and volunteer is asked to sign the “Statement of 
Compliance with the Lago Vista Neighbor Child Safety Manual.”  This form requires two signatures 
and must be completed and turned in prior to work or volunteer placement beginning.  It must be 
signed and dated by the volunteer or staff member, and by the Executive Director to be considered 
complete.   
 
 
STEP THREE: Background Check 

Lago Vista Neighbor requires that all staff members and volunteers who will be working with children 
in our programs undergo a criminal background check.  Depending upon the position and area of 
leadership, differing levels or intensity of background check may be required. 
 
To Get a Background Check if you are a… 

School Year Worker 
1. Go the Thompson School District webpage  www.Thompsonschools.org 
2. At the top of the Home page click on the Community tab 
3. Under the Volunteer column, click Volunteer Get Involved 
4. Determine what type of volunteer you are—a Returning Volunteer, College Student, or New 

Volunteer.  Click on the button that best describes you. 

file:///C:/Users/revji/Downloads/www.Thompsonschools.org
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5. Complete the registration form as directed.  On the last page in the box at the end when it 
asks for the school at which you wish to volunteer write Cottonwood Plains Elementary.  Your 
name tag and volunteer information will be sent there and Mrs. Howard will pick it up for you.   

6. There is no charge to you for the background check. 
 
If you have any difficulty or questions contact the school district offices and they will be able to help 
you. 
 
Summer Worker 
1. Contact Patti Leach at PattiL@faithepc.org and give her your name and email address, and 

request a background check.    

2. Verified Volunteers will send you an online form to fill out. 

3. There is no charge to you for this background check. 

 
 
 
 

All three steps must be complete before service in LVN programs may begin. 
  

mailto:PattiL@faithepc.org
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CHILDREN’S LEADERSHIP REQUIREMENTS 
 
 

Qualifications 
 A great love for children! 

 Leaders must go through an application, interview and equipping process, and be approved by the 
Executive Director prior to serving with children. 

 Volunteers and Staff under the age of 18 may serve under the oversight of an authorized adult.   

 Leaders must support the Mission Statement and Core Values of Lago Vista and agree to teach according 
to those. 

 Leaders must have an approved, current, background check on file with Lago Vista Neighbor. 

 Leaders must read and sign their acceptance of the latest edition of the Lago Vista Neighbor Child Safety 
Manual. 

 

Expectations 
 Be teachable  

 Pursue excellence in preparation and serving 

 Be punctual. This means being in your classroom at least 10 minutes before students arrive. 

 Be faithful in attending your assignment 

 Attend team meetings and training events  as scheduled by Lago Vista Neighbor staff 

 Develop your teaching and leadership abilities 
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CHILD SAFETY POLICY FOR ABUSE 
 

Zero Tolerance 
Lago Vista Neighbor practices zero tolerance for abuse in all activities.  It is the expectation and requirement 
for every staff member and volunteer at Lago Vista Neighbor to act in the best interest of all children entrusted 
to our care.   
 
Unfortunately, we live in a broken world and occasionally will be faced with caring for a child who is a victim of 
some form of abuse.  There are behaviors and physical signs that may indicate our need to act on behalf of an 
abused or neglected child.  We have provided examples of both Physical and Behavioral Indicators of Physical 
and Sexual abuse on Page 9.  Please take time to look over these resources. 
 
If the child shares abuse concerns, assure them that they are safe with you and immediately notify the 
Executive- or Program Director, who will then report the incident to the appropriate authorities. 
 
Any behavior that could be misinterpreted by the child or an observer should be avoided.  Under most 
circumstances 

 avoid having children sit in leaders’ laps.   

 only workers of the same gender as the child should assist a child using the bathroom.   

 no worker should be alone with a single child behind closed doors.   
 

Enforcement of Policies 
All staff members and volunteers who supervise other staff members or volunteers are charged with the 
diligent enforcement of all our policies.  Violations of these policies are grounds for dismissal, disciplinary 
action, or reassignment of service opportunities from LVN programs for both volunteer and staff members.  All 
final decisions related to policy violations will be the responsibility of the Executive Director (and Board of 
Directors if necessary).   
 

Reporting Violation of Policy 
In order to maintain a safe and nurturing environment for the children entrusted to us, our staff members and 
volunteers must be aware of their own individual responsibility to report any questionable circumstance, 
observation, act, omission, or situation that is a violation of these policies.  All questions or concerns related to 
inappropriate, suspicious, or suspected grooming behavior (see p.9) should be directed to the Executive- or 
Program Director. 
 

Consequences of Violation 
Any person accused of committing a prohibited act or any act considered by Lago Vista Neighbor to be harmful 
to a child will be immediately suspended from participation in LVN programs.  This suspension will continue 
during any investigation by Lago Vista Neighbor, law enforcement, or Child Protective Services. 
 
Any person found to have committed a prohibited act will be suspended from all future participation as a staff 
member or volunteer in all activities and programs that involve children at Lago Vista Neighbor. 
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Failure to report a prohibited act to the designated person is a violation of this policy and grounds for 
termination of the staff member.  Volunteers who fail to report a prohibited act may be restricted from 
participation in any activity involving children or students of Lago Vista Neighbor. 
 

No Retaliation Clause 
No staff member or volunteer will be criticized, disciplined, or discredited for making a report of suspected 
child abuse or neglect if done in good faith. Lago Vista Neighbor will make every effort to protect the privacy of 
the reporter as well as the privacy of the minor(s) involved. 
 

Reporting Suspicion of Abuse to Law Enforcement Agencies 
In the event that a staff member or volunteer observes any inappropriate behaviors (i.e. policy violations, 
neglectful supervision, poor role-modeling, etc.) or has a reasonable suspicion that a child is being abused 
(physical, emotional, or sexual), it is their responsibility to immediately report the observation or suspicion to 
the Executive- or Program Director. The Executive and Program Directors are Mandated Reporters, and shall 
coordinate communication of the incident to the appropriate law enforcement agency.  Staff members and 
volunteers DO NOT interview the child for any additional information.   
 In no way should any of this policy discourage a staff member or volunteer of Lago Vista Neighbor 
from reporting suspicion of abuse or neglect to the proper supervisor.   
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Indicators of Abuse in Children 
 

PHYSICAL ABUSE 

 
Physical indicators of physical abuse: 

 Unexplained bruises (in various stages of 
healing), welts, human bite marks, bald spots 

 Unexplained burns, especially cigarette burns 
or immersion burns 

 Unexplained fractures, lacerations, or 
abrasions 

 

 
Behavioral indicators of physical abuse: 

 Self-destructive behavior 

 Withdrawn and aggressive-behavioral 
extremes 

 Uncomfortable with physical contact 

 Complains of soreness or moves 
uncomfortably 

 Wears clothing inappropriate to weather, to 
cover body 

 

SEXUAL ABUSE 

 
Physical indicators of sexual abuse: 

 Torn, stained, or bloody underclothing 

 Pain, bruising, bleeding, or itching in genital 
area 

 Difficulty walking or sitting 

 Frequent urinary or yeast infections 
 

 
Behavioral indicators of sexual abuse: 

 Writes, draws, plays, or shares dreams of 
sexual or frightening images 

 Suddenly has money, toys, or other gifts 
without reason 

 Thinks of self or body as repulsive, dirty, or 
bad  

 Exhibits adult-like sexual behaviors, language, 
knowledge 

 Withdrawn, chronic depression 

 Self-destructive behavior 

 Hysteria, lack of emotional control  

 Threatened by physical contact or closeness  
 

 

“Grooming” is the process used by an abuser to select a child, win the child’s trust (and possibly the trust of 
the child’s parent or other responsible adult), manipulate the child into sexual activity and keep the child from 
disclosing the abuse.   
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EMERGENCY PROCEDURES   

Fire 

The first priority in any fire is that all persons’ safety is maintained.  It isn’t necessary to attempt to put out 
any fire.  Multiple exits from the trailers are clearly marked.    

Severe Weather 
The first priority in any severe weather situation is that the safety of the children, volunteers, and staff is 
maintained. In the case of severe weather warnings or watches, the Executive- or Program Director will 
issue a plan for staff to implement . 

Active Aggressor/Lock Down Procedure   
In the event of an Active Agressor, the first priority is to maintain the safety of the children, staff and 
volunteers to every extent possible.  The Run, Hide, Fight strategy should be followed.  Run: If possible, 
and, if it can be safety accomplished, remove children, staff, and volunteers from the situation in the 
quickest manner possible.  If it is not possible, shelter in place.  Turn out the lights, close the windows and 
blinds, and move to a location with lockable doors or doors that can be barricaded.  Use tables or other 
available items to barricade doors/windows.   Sit on the floor with your children in the  area of any room 
farthest away from doors or windows, or outside walls.   Silence cell phones from rings or vibrations..  
Wait for a call on your cell phone from the Executive- or Program Director to verify that  the situation is 
safe.  Please remain there until you receive a call on your cell phone from the Executive- or Program 
Director.  This will tell you that everything is safe, and you can resume your regular activities.  If you must 
shelter in place, devise a plan with items around you to use to “fight.” 

Danger to Self or Others 
This section is still in process. 

SUBSTANCE ABUSE POLICY 
 
Lago Vista Neighbor is a drug- and alcohol-free environment.  The use of, or being under the influence of, 
illegal drugs, alcohol, or marijuana (even though it is legal) is inconsistent with the expected behavior of all 
staff members and volunteers at Lago Vista Neighbor.  The use of illegal drugs, alcohol, or marijuana, or the 
misuse of prescribed and over the counter drugs puts staff members, volunteers, children, and families at an 
unacceptable safety risk.  It undermines Lago Vista Neighbor’s ability to operate a nurturing and safe 
environment for children.  It also places Lago Vista Neighbor at risk of liability should something happen to a 
child, student, or family member, while a staff member or volunteer is under the influence of, or using, such 
substances. 
 
The use of, possession of, distribution of, or sale of controlled substances such as drugs or alcohol, being under 
the influence of such controlled substances (drugs and/or alcohol), or testing positive for alcohol or any drug, 
including, but not limited to, inactive components or metabolites associated with the use of such drugs is 
strictly prohibited while on duty. 
 
Lago Vista Neighbor reserves the right to require post-hire random drug and alcohol testing for staff members 
and volunteers working with programs involving children at Lago Vista Neighbor.   
 



Lago Vista Neighbor Child Safety Manual.  Revised September 9, 2018 Page 11 
 

Tobacco and Vaping Use 
Lago Vista Neighbor requires staff members and volunteers to abstain from the use or possession of tobacco 
or vaping products during any activities, programs, or events.   
 

BUILDING A SAFE LAGO VISTA NEIGHBOR 
The Executive- or Program Director will be responsible for ensuring that LVN program areas within Lago Vista 
Neighbor are monitored during all programs or activities.  This will include unobserved monitoring of staff 
members, volunteers, and children in classrooms, open spaces, or play areas. 
 
No child entrusted to LVN programs will ever be left unattended in the Children’s area, on the playground, or 
during Children’s programming, classes, or activities.  Staff members or volunteers are prohibited from being 
alone with an individual child in any Lago Vista Neighbor facility.  In the event a staff member or volunteer 
finds himself/herself alone with children after departure of other adults, that staff member or volunteer will 
take the child to a room or building occupied by other people, or to a location easily observed by others.  
(Example – if a child is the last in class to be picked up by a parent/guardian, move to an adjoining room where 
other staff members or volunteers are present.) 
 
After every program, activity, or event that includes children’s involvement, prior to leaving, the Children’s 
staff member or volunteer in charge of the activity must check every room and restroom to ensure no children 
are left behind. 
 
On Panther Field, Lago Vista Neighbor staff members and volunteers are to circulate, watching children during 
play periods, giving particular attention to the areas which are not easily seen from all viewpoints.   
 
Any two children together in an unseen or less easily viewed area should be redirected to another, more open 
and visible, area of the playground. 
 
 

Worker-to-Child Ratios 
Lago Vista Neighbor is committed to providing adequate supervision in all facets of LVN programs.  Thus, we 
will ensure that all primary leaders (staff members or volunteers) will be at least 18 years of age, and any 
helpers will be 5 years older than the oldest child participant.  A minimum of two adults is required at all LVN 
programs using the following ratios: 
 
 Program  Workers  Children 
 Preschool (2-3 yrs.)       2        12 
 Preschool (4-5yrs.)       2        18 
 Elementary        2        20 
 Middle School        2        15 
 High School        2        15 
 
If a worker is “out of ratio” it is his/her responsibility to immediately notify the leader of that activity.  They will 
make diligent efforts to find substitute workers or an alternate plan to immediately bring the worker to 
children ratio into compliance with this policy. 
 
It is always OK to have a lower Worker-to-Child ratio than this policy lays out.    
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DISCIPLINE PROCESS AND GUIDELINES 
 
It is the policy that staff members and volunteers are prohibited from using physical discipline in any manner 
for behavioral management of children.  NO FORM of physical discipline is acceptable during Lago Vista 
Neighbor programs, activities, or events.  This prohibition includes spanking, slapping, pinching, hitting, 
kicking, or any other physical force as retaliation or correction for inappropriate behaviors by children.  
Children are to be disciplined using the following guidelines: 
 

Encouraging Good Behavior (especially for young children) 
We all have times of feeling frustrated, hurt, or angry, and a small child is no different.  Some children in your 
care may need some gentle but firm reminders of how to deal with their emotions and get along with others. 
Yelling, screaming, using inappropriate words, hitting, kicking, biting, and throwing toys are some behaviors 
you may encounter.  Here are some suggestions for you in dealing with these times.  Keep in mind that any 
physical punishment is not to be used. 

 Get down on their level and explain the inappropriate behavior. Give them an example of a better 
choice. 

 If they continue, remove them from the area and have them sit on the floor or in a chair away from 
the other children for a couple of minutes. 

 The child may need some one-on-one time from you as well or to be engaged in a separate activity. 

 Allow the child to return to the group when he or she is ready. 

 Be sure to praise the child when he or she shows good behavior. 
 

A note on aggressive behavior: Explain to the child that biting, kicking, and hitting hurts others and remove 
him or her from the situation.  They may need a short "time out."  Keep a close eye on the child and inform 
the Executive or Program Director of the incident. 
In addition, any behavior that hurts another child, such a hitting or kicking, should be watched for, and if it 
continues, inform the Executive or Program Director who will inform the parents  of both the aggressor and 
the injured party. 

Incident Reports 
In the event of a significant behavior problem, injury, or accident, Leaders must fill out an Incident Report 
Form (at the end of this Manual, or from the Executive- or Program Director).  Give the Incident Report Form 
to the Executive- or Program Director, who will give one copy to the aggressor’s child’s parent, one copy to  
the parents of the child who is the aggresse, and keep one for LVN files.   
 

Encourage and affirm appropriate behavior to keep a more peaceful environment. 

 

Discipline Policy 
Children have bad days too.  Assuming reasonable attempts have been made to redirect a child's disruptive 
behavior, here are some ideas on how staff members and volunteers may help a child work through a conflict: 

 Set aside a space for the child to sit, stand, or lie.  Say something like, "Joseph, I think you need a little 
break from all the activity.  I'd like you to take a little quiet time over on the beanbag chair by the 
window.  When you feel you are ready, please join us for the lesson."  (You may also set a timer.) 
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 If a time-out doesn't work, have another staff member or volunteer take the child out of the room for 
a short break.  Encourage the helper to talk to the child about the issues and help him or her see the 
other point of view.  When the child feels ready, have him or her rejoin the activity. 
 

 With repeated behavioral issues, it may be necessary to talk to the child's parent.  A parent may be 
able to shed some light on a problem or give suggestions on how to help their child.  The staff member 
present should refer the matter to the Executive- or Program Director, and NOT talk to the parent. 
 

 Keep in mind when needing to curb or correct inappropriate behavior: 
o Maintain a calm and confident demeanor  
o Watch your body language and tone of voice 
o Don't get into a power struggle 
o Reassure the child of your love and concern for them 

 
Uncontrollable or unusual behavior should be reported to the Executive or Program Director immediately.   
 
At any time during an event, activity, or program, you may call the Executive or Program Director for 
assistance. 
 
 

Bathroom Supervision and Assistance Guidelines 
 

School Age Children 
School age children may be accompanied to the bathroom for supervision and assistance when needed.  
However, children should receive the minimum of assistance needed based upon their individual capabilities.  
Staff members and volunteers should never take a lone child to the restroom. 
 
If a staff member or volunteer must go into the restroom to check on an individual child, he or she should go 
to the exterior bathroom door, knock and ask if the child needs assistance.  If the child responds, “yes”, the 
worker should leave the exterior bathroom door open when entering the bathroom and try to verbally assist 
the child in completing their activities. 
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GENERAL CHILDREN’S PROGRAM GUIDELINES 

Attendance and Welcome 
 All staff members and volunteers should arrive fifteen minutes prior to your assigned time. 

 Greet each child and parent with a cheerful greeting.  

 If any children show symptoms such as fever, vomiting, diarrhea, runny nose with colored discharge, sore 
throat, uncommon rash or skin irritations, pink eye, or coughing, leaders should consult with the 
Executive- or Program Director and then ask the parent or guardian to keep the child with them, or ask the 
child to return home. 

Group Interaction and Clean-Up 

 Play and interact with children in your care. 

 When using the playgrounds, assist in play and watch for children's safety.   

 Staff and volunteers should not use their phones during activities unless there is an emergency.    

 Since the rooms are used at other times, please take a moment to pick up toys, wipe down tables and 
chairs, and clean up any obvious messes on the carpets and floors.    

 Special dietary needs should be shared with the Executive- or Program Director.  
 

Guests in Children’s Program 
Any staff member or volunteer planning to bring a guest should get them cleared through Executive- or 
Program Director. 
 

Medication 
Medication should only be given to a child by their parent or legal guardian unless there is an emergency 
situation.  Then, and only then, will a Lago Vista Neighbor staff member or volunteer be tasked with dispensing 
medication (i.e. an inhaler during an asthma attack or an epi-pen during an allergic reaction).   Parental 
permission is required to administer any medication to a child. See sample form at the back of this Manual. 
 

Indecent Exposure 
Staff members and volunteers involved in the Lago Vista Neighbor Children’s Program should never be nude or 
expose their private parts in the presence of children in their care.    
 
Children should not expose their private parts to adults or other children. 

One-On-One Interaction With Children: 
Staff members and volunteers should never conduct one-on-one, unobserved meetings or interactions with 
children while participating in LVN programs.  Another adult who has completed the Child Safety Process 
should always be present. 
 

Parental Contact 
Parents who entrust a child in the care of the staff members and volunteers of Lago Vista Neighbor during 
activities will be contacted if their child becomes ill, injured, or has a severe disciplinary problem while 
participating in LVN programs.  Therefore, the Executive- or Program Director MUST have contact information 
for EACH child at all times. 
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Parent Involvement 
Parents are encouraged to visit any and all programs, activities, and events in which their child is involved at 
Lago Vista Neighbor.  However, parents who desire to have continuous, ongoing contact with their children’s 
programs, activities, or events will be required to complete the Child Safety Process to be involved. 
 

Physical Contact 
Lago Vista Neighbor is committed to protecting the children entrusted to our care.  To this end, Lago Vista 
Neighbor has implemented a physical contact policy for our Children’s Program which seeks to promote a 
positive, nurturing environment while protecting children.  The following policy guidelines are to be carefully 
followed by anyone working within LVN programs: 

o Side hugs, pats on the back/head/shoulder, and other forms of appropriate physical affection 
between staff members or volunteers and children are important for the child’s development, and 
are generally suitable. 

o Inappropriate touching and inappropriate displays of affection are forbidden.  Any inappropriate 
physical contact, touching, or displays of affection from a staff member or volunteer to a child 
should be reported immediately to the Executive- or Program Director. 

o Physical contact should be for the benefit of the child, and never be based on the emotional needs 
of a staff member or volunteer. 

o Physical contact and affection should be given only in observable places or when in the presence 
of other children, staff members or volunteers.  It is much less likely that touch will be 
inappropriate or misinterpreted when physical contact is open to observation. 

o Physical contact in any form should not give even the appearance of wrongdoing.  The personal 
behavior of staff members and/or volunteers in Children’s Program must foster trust at all times.  
Personal conduct must be above reproach. 

o Do not force physical contact, touch, or affection on a reluctant child.  A child’s preference not to 
be touched must be respected. 

o Staff members and volunteers are responsible for protecting children under their supervision from 
inappropriate or unwanted touch by others. 

o Any inappropriate behavior or suspected abuse by a staff member or volunteer must be reported 
immediately to the Executive- or Program Director. 

o Avoid having children sit on an adult’s lap.   
 

Release Of Children 

 At any time that a child has been entrusted to the care of our Children’s Program, staff members, or 
volunteers, Lago Vista Neighbor incurs responsibility for the safety and well-being of the child.  Staff 
members and volunteers must act to ensure the appropriate supervision and safety of children in their 
charge.   

 Children’s Program staff members and volunteers are responsible for releasing children in their care only 
to parents, legal guardians, or other persons designated by parents or legal guardians at the close of 
activities or events. 

 It is presumed a person who drops off a child or student has the authority to pick up the child or student.   

 In the event that staff members or volunteers are uncertain of the propriety of releasing a child, they 
should immediately contact the Executive- or Program Director before releasing the child. 
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Sexual Conversations 
Staff members and volunteers are prohibited from engaging in any sexually oriented conversations with 
children, and are not permitted to discuss any inappropriate or explicit information about their own personal 
relationships, dating, or sexual activities with any child within Lago Vista Neighbor Children’s Program.  This 
includes social media conversations (text, Facebook, Instagram, etc.) as well as verbal conversations.   
 However, it is expected that from time to time the discussion or lesson may address age appropriate 
issues related to human sexuality.  These lessons or discussions will convey to the children Lago Vista 
Neighbor’s view on these topics.  A parent or legal guardian’s permission allowing them to participate in such 
lessons and discussions will be required for each child. 
 

Digital Communication Policy 
At Lago Vista Neighbor, we understand that digital communication is the desired form of communication used 
regularly by students.  Because of that, students need to see adults model responsible digital citizenship that 
displays concern for their safety.  Communication with a minor over digital media should be entered into in the 
same way one would when communicating with a minor and their parent or guardian.  The use of digital 
communication methods should be used to achieve the following goals: to promote awareness of Lago Vista 
Neighbor programs and activities, and to build community through relational points of communication and 
interaction.  The use of digital communication methods also has a unique set of safety responsibility 
guidelines.  These are listed and explained below: 
 
• All communication by staff and volunteers with minors, families, and leaders should be done in light of 

how it reflects Christ and represents Lago Vista Neighbor.  Leaders need to be aware that many forms 
of electronic or digital media are permanent and may be retrieved, forwarded, and/or printed years 
after deletion, and that much of the content shared on social media sites is considered public. 

• Use your real name.  Do not hide behind anonymity. 
• Know and follow the terms of the social media platform you are using. 
• Electronic or digital communication to a minor that is initiated by a staff member or a volunteer must 

either have prior parental/guardian consent, include contact with the parent/guardian on the 
communication, or be sent as a group communication which includes another staff member or 
volunteer in LVN programs. 

• Electronic or digital communication to a minor that is initiated by a staff member or a volunteer must 
not request a minor to agree to participate in an activity which requires parental consent (an off-site 
event, camp, etc.) It must not attempt to engage a minor in a one-on-one meeting.  It must not 
attempt to engage a minor in an activity that would be considered inappropriate, child abuse, or be 
considered grooming behavior. 

• Electronic or digital communication to a staff member or a volunteer initiated by a minor:  
o Should be responded to in a brief or concise manner.   
o Should focus on the sharing of information, not on the sharing of personal feelings.  
o Should include a parent, guardian, or another leader from Lago Vista Neighbor if a longer 

response becomes necessary.   
• In an effort to maintain values consistent with the mission of Lago Vista Neighbor, and to remain 

transparent and above reproach in dealing with minors, all staff members and volunteers must consult 
the Executive- or Program Director before opening any new social media accounts that are intended to 
be a representation or communication tool of Lago Vista Neighbor including, but not limited to 
Facebook, Twitter, Instagram, etc. 

• Posting pictures or videos of minors on Lago Vista Neighbor social media accounts and/or websites, or 
on personal accounts or websites requires a signed consent form from the parent or guardian of the 
minor.  As a staff member or volunteer of Lago Vista Neighbor, you are in a position of trusted 
leadership with minors.  Thus, we require those involved with Lago Vista Neighbor Children’s Program 
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to always be mindful of the protection of children.  Always post with caution and wisdom, seeking to 
respect the dignity of every person depicted when pictures or videos are shared or posts are made. 

• Transmission of content that is abusive, discriminatory, disrespectful, harassing, illicit, pornographic, or 
unsavory is prohibited!  Use good taste and discretion in all communication, especially communication 
involving minors. 

• Keep all minors’ personal communication information private, unless you deem the communication as 
an emergency.   

• Do not communicate with minors before 8:00 a.m. or after 9:00 p.m.  If a student contacts you outside 
of those times, and it is not an emergency, wait until morning to reply.  If the situation is deemed an 
emergency, you may respond outside of the set communication guidelines, but you must include the 
student’s parent or guardian and a Lago Vista Neighbor staff member on the communication. 

• Chatting face-to-face (Skype, Facetime, Google Hangouts, etc.) with minors is strongly discouraged.  If 
the situation requires video communication, be aware of your surroundings and your attire.  And as 
soon as the communication is finished, notify a Lago Vista Neighbor staff member of the 
communication. 

• Focus on the exchange of information in written communications, not on the exchange of personal 
feelings.  If you have questions or concerns about the context of an email, text, Facebook message, 
etc. share it with the Executive- or Program Director before responding.  Speaking face-to-face is the 
preferred means of communication when dealing with emotionally driven communication or 
emergencies.  In these situations, please keep in mind the guidelines for physical contact with children 
listed on Page 12 in this Manual. 

• If a child shares information with you via a social media platform which discloses possible abuse or 
neglect, immediately share this with the Executive- or Program Director. 

 
Staff members and volunteers who fail to adhere to these standards and guidelines will be excluded from 
future participation as a staff member or volunteer in all activities that involve children or students at Lago 
Vista Neighbor. 
 

Sexually Oriented Materials 
Staff members and volunteers of Lago Vista Neighbor’s Children’s Program are prohibited from possession of 
any sexually oriented materials (magazines, cards, images, videos, films, etc.) on Lago Vista Neighbor property 
or in the presence of children in our programs. 
 

Substitutes 
From time to time a staff member or volunteer may need to find a substitute to cover his or her assigned duty.  
All substitutes must be approved by the Executive- or Program Director.  Workers should make every effort to 
find their own substitute.  
 

Supervision 
Staff members and volunteers in Children’s Program are expected to provide adequate supervision for children 
entrusted to their care while working in Lago Vista Neighbor programs. 
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Transportation 
Staff members and volunteers may, from time to time, be in a position to provide transportation to children.  
The following guidelines should be strictly observed when volunteers or staff members are involved in the 
transportation of children: 

o Children should be transported directly to their destination.  Unauthorized stops to a non-public 
place are forbidden.  Best practices require two adults in every vehicle.  An adult should NEVER be 
alone with a child in a vehicle. If it is unavoidable to be alone with a child in the vehicle, the child 
must be of the same gender as the driver. 

o Staff members and volunteers should avoid physical contact with children while in vehicles. 
o No cell phones may be utilized by the driver while driving children in the context of Lago Vista 

Neighbor Children’s Program except in an emergency or for GPS directions.  
See also the Transportation section in Lago Vista Neighbor Standards of Practice for Interns and Volunteers.   

Verbal Interactions 
Verbal interactions between staff members or volunteers and children should be positive and uplifting.  Our 
staff members and volunteers should strive to keep verbal interactions encouraging, constructive, and mindful 
of their mission of aiding parents in the development and growth of children.  To this end, staff members and 
volunteers should not talk to children in a way that is or could be construed by any reasonable observer as 
harsh, threatening, intimidating, shaming, derogatory, demeaning, or humiliating.  In addition, staff members 
and volunteers are expected to refrain from swearing in the presence of children. 
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Lago Vista Neighbor 

Authorization to Give Medication to Minors 

 
 
Child’s Name _______________________________________________________ 

Date of Birth _____________________ 

 
Lago Vista Neighbor has my permission to administer 

(Name of medication)______________________________________________ 

To my child (child’s name)_____________________________________________ 

Starting on  (Date) _______________________        And ending on (Date) _____________________ 

as described below:   

Dose_________________ Route__________________ When/frequency_________________________ 

_____________________________________________________________________________________________________________________________ ______________________________________________________________________________ 

Purpose of Medication: _____________________________________________________________ 

Known Adverse or Side Effects: _______________________________________________________ 

_________________________________________________________________________________ 

Special Instructions: ________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Parent or Guardian Signature_____________________________________  Date:_______________ 
 
 
All medication must be in the original pharmacy labeled container including the following information: 
Name of child, medicine, provider, and date, dose, time, route. 
 
Record of medications given: 

DATE TIME MEDS/DOSE GIVEN BY 
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LAGO VISTA NEIGHBOR INCIDENT REPORT FORM 
In the event of a significant behavior problem, injury, or accident, Leaders must fill out 2 copies of this Incident 
Report Form.  Give one copy to the child’s parent, and one to the Executive- or Program Director.    USE THE 
BACK IF NECESSARY TO GIVE COMPLETE INFORMATION. 
 
Date: ______________________ Time:_________________________ 
 
Child’s Name:__________________________________________ 
 
Parent Name:___________________________________________________________ 
 
Brief description and location of the incident / accident / injury: ______________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
 
Equipment or other parties involved:____________________________________________________________ 
 
Witnesses and contact information:_____________________________________________________________ 
 
__________________________________________________________________________________________ 
 
Action taken (ice applied, bandages, called parent, notified Executive- or Program Director, called 911, etc.):  
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
 
Additional Comments:________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
 
This Incident Report completed by:______________________________________________________________ 
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SEE OVER FOR REST OF THE FORM 
 

Problem resolved:  Y      N   Follow-up needed:  Y      N    
 
Type of follow-up needed _____________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
EXECUTIVE- OR PROGRAM DIRECTOR FOLLOW UP: 
_____________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
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STATEMENT OF COMPLIANCE WITH LAGO VISTA NEIGHBOR CHILD SAFETY MANUAL 
 

I have received and have access to a copy of the Child Safety Manual of Lago Vista Neighbor.  I have read the 

entire manual and understand its contents. I further recognize that all previously issued manuals are revoked 

and now have no force or effect. 

I understand that Lago Vista Neighbor has the right to amend, alter, interpret, and make exceptions to policies 

anytime without notice and that the policies herein are aimed at leadership within programs of Lago Vista 

Neighbor.    

I agree that… 

1. The statements contained in the manual are intended to serve as general information concerning Lago 

Vista Neighbor and its existing policies, procedures, practices within LVN programs. 

2. From time to time, Lago Vista Neighbor may need to clarify, amend and or supplement the information 

contained in the leadership Manuals or Policies, and that they will inform me when the changes occur. 

3. All staff members and volunteers will abstain from certain substances and actions seen as, or 

perceived to be, detrimental to the mission of Lago Vista Neighbor. 

4. I have received and reviewed a copy of the Child Safety Manual and understand the information 

outlined in it.  I have asked questions concerning its contents and will comply with all policies and 

procedures to the best of my ability. 

5. I will get a criminal background check. See p.2 & 3 for the steps to do this. 

6. I will submit to random drug testing if requested.   
 
______________________________________  _____________________ 
Signature      Date 
 
 
_____________________________________            _____________________ 
Executive- or Program Director signature    Date 
 


