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SafeR Church:  Parish of Seaforth, Eastern Shore Region, Diocese of NS and PEI 

53 Millside Drive, Porters Lake, NS B3E 1J4  
 
Members of the Committee:  Rev. Kyle Wagner, Rev. Fred Grainger, Rolene 
Barrett, Rod Eastman. 
 
Purpose:  This document is compiled at the request of the Diocese of Nova 
Scotia and PEI, and MARSH and McLennan insurance companies.       
 
Executive Summary:    This report reflects our parish ministry and the risks and 
practices of the participants involved.  It is completed through consolation 
throughout the diocese and within our parish.  It is our belief that this report 
will be evaluated on a yearly basis in an effort to update or change details as 
pertinent to our current setting.   A Copy of this report is kept in each of the 
churches vestries, and at the parish office.    
 
Church Properties: 
Christ Church, Lower East Chezzetcook, 15 Conrod Beach Road 
St. Augustine’s   2 Ponderosa Drive, Lake Echo 
St. Mark's, 74 Myra Road, Porters Lake 
St. James, 6023 Highway #207 
St. Barnabas, Head Chezzetcook, 40 East Chezzetcook Road 
Rectory and Office:  53 Millside Drive, Porters Lake, NS B3E 1J4 
 
Declaration Certificate No.:  NSPE-130 
 
Self-Audit:  Completed May 31, 2015, revised March 31, 2016.   
 
Police Background Checks:  Every five (5) years a Criminal Background Check 
and Vulnerable Sector Checks are required for all people in positions of 
authority.  The background checks are kept in the Rectory Office under lock and 
key.   
 
Covenant of Care must be signed by those in positions of authority.  And the 
Diocesan Sexual Harassment Policy must be read and indicated so through the 
signing of the covenant.   
 
Allegations of abuse must be reported as per federal and provincial laws as well 
as diocesan guidelines   
 
Two references are to be provided for volunteers in positions of trust.   
 
PLEASE NOTE THAT THIS IS A FLUID DOCUMENT THAT IS UPDATED ANNUALLY.    
Please contact the Rector if change is required.  
  

Mission and Vision 
Statement of the 

Diocese 

   
Mission: To participate 

in God’s mission of 
reconciling the world to 

God through Jesus 
Christ. 

 
Vision: To create and 

sustain Christ-centered, 
mission-minded- 

ministering 
communities of faith. 
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Each churches understanding and implementation of the policy may differ.  This is an attempt to assist the 
parish in creating a safe environment for all of God’s People.  This Report was updated March 31st 2016 
by Rev. Kyle Wagner, Rector.     
 
This document was passed unanimously by members of Parish Council on May 10, 2016, St. Mark’s, 
Porters Lake.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

4 

 

 
 
 

Table of Contents 
Preamble ......................................................................................................................................... 6 

Glossary of Terms ......................................................................................................................... 11 

Parish Council and Church Council (Canon 35) ............................................................................. 13 

Warden (Church and Parish) ......................................................................................................... 14 

Church Treasurer .......................................................................................................................... 17 

Organist: ........................................................................................................................................ 19 

Lay Reader ..................................................................................................................................... 21 

Envelope Secretary ....................................................................................................................... 22 

Fire Regulations ............................................................................................................................ 23 

Keys ............................................................................................................................................... 24 

Custodian:  Cleaning the Church ................................................................................................... 25 

Buildings and Grounds .................................................................................................................. 26 

Cemeteries .................................................................................................................................... 27 

Adult Bible Study ........................................................................................................................... 28 

Hospital/Nursing Home Worship Services .................................................................................... 29 

Marriage Preparation.................................................................................................................... 30 

Door Greeters and Ushers ............................................................................................................ 31 

Altar Guild ..................................................................................................................................... 33 

Nursing Home & Hospital Visiting ................................................................................................. 35 

Baptism Preparation ..................................................................................................................... 36 

Christmas Outreach ...................................................................................................................... 37 

Eucharistic Minister ...................................................................................................................... 38 

Food Bank ..................................................................................................................................... 40 

Discretionary Fund ........................................................................................................................ 41 

Scripture Reader ........................................................................................................................... 43 

Youth Group Assistant .................................................................................................................. 44 



 

5 

 

Sunday School Teacher ................................................................................................................. 46 

Primates World Relief and Development Fund (PWRDF) ............................................................. 48 

Vacation Bible School .................................................................................................................... 49 

Printed Materials .......................................................................................................................... 50 

Parish Facebook and Website ....................................................................................................... 51 

Catering/Food Preparation and Service ....................................................................................... 53 

Server and Acolyte Program ......................................................................................................... 55 

Fundraising .................................................................................................................................... 56 

Covenant of Care: ......................................................................................................................... 57 

Volunteer Application Form (Sample) .......................................................................................... 58 

Parish of Seaforth Child Abuse Incident Report Form .................................................................. 60 

Holy Manners ................................................................................................................................ 62 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

6 

 

 
 
 
 
 

Preamble  
 
SafeR Church Policy of the Parish of Seaforth, (hereinafter referred to as “the Parish” or “this 
Parish”), a parish in the Anglican diocese of Nova Scotia and Prince Edward Island, (hereinafter 
referred to as “the Diocese”), located in 53 Millside Drive, Porters Lake, Nova Scotia, B3E 1J4).  
This policy becomes effective as of this date: March 31st 2015 and will be reviewed annually.   
   
(1)  PREAMBLE:  
WHEREAS this Parish is to be guided in the matter of prevention of and response to abuse—as   
in all matters—by the teachings   
of Jesus Christ,   
   
WHEREAS this Parish seeks to create, restore, build, nourish, and sustain itself as a community of  
trust  and   a  trustworthy community, a SafeR Church,   
   
WHEREAS this  Parish  recognizes  that  the  threat  of  abuse  is  real  and  present  and  endangers  
the  wellbeing  of  all  involved  with the  Parish,  and  the  Parish  itself,   
   
WHEREAS  this  Parish  accepts  that  it  has  moral,  ethical,   and  legal  obligations  to  take  
active,  deliberate  action  to  seek  to  prevent  and  to  respond  to  the  risk  of  abuse  and  to  
instances  or  occurrences  of  abuse,   
   
WHEREAS  this  Parish   is  part   of  the  Diocese  of  Nova  Scotia  and  Prince  Edward  Island,  and  
as  such  is  obligated  to  heed  diocesan  canons,  policies,  guidelines,  directives,  etc.,  relevant  
to  abuse  prevention   and  response,     
   
WE, the Parish Council on behalf of the Parish, hereby adopt the following as the SafeR  Church  
Policy  of  this  Parish.   We commit ourselves and this Parish to abiding   by its principles  and  
following  its  guidance  and  direction  in  our  efforts  to  create  SafeR  Church  for  everyone,  
by  taking  active  measures  to  prevent  and  respond  to     

 the  risk  of  all  forms  of  abuse—sexual,  physical,  spiritual,  psychological,  emotional,  etc.,  
including  bullying  and  harassment—   

 committed  by  anyone  involved  in  this  Parish—children,  youth,  adults,  seniors,  men,  women,  
laypeople,  and  clergy;   

 committed  against  anyone  involved  in  this   Parish—children,  youth,  adults,  seniors,  men,  
women,  laypeople,   and  clergy;     

 and  to  instances  or  occurrences  of  such  abuse.    
 
(2)  DEFINITIONS     
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In this policy, the following words  are  defined  as  follows:   
a) “Abuse”:  Mistreatment of  a  person,  including  sexual,  physical,  emotional,  spiritual,  or  

psychological  mistreatment,   
b) harassment, and bullying.   
c) “Adult”/”child”/  /”youth”:     
d) (Nova   Scotia:  The  Children  and  Family  Services  Act  defines  a  “child”  as,  generally,  a  person   

under  the  age  of  16.  The  Act  does  not  define  a  “youth.”  The  Nova  Scotia  Age  of  Majority   
Act  establishes  that  an  adult   is  a  person  19  years  of  age  or  older.)  In this  policy,  “youth”  
will  denote  an  individual  who  is  16,  17,  or  18  years   of  age.     

e) “Governance”:  The  formal  and  informal  structures  and  processes  through  which  this  Parish  
is  controlled,  organized,  structured,  managed,  administered,  etc.  (e.g.,  Parish  Council,  
Rector,  Wardens,  supervisory/reporting  structures,  etc.)   

f) “Intangibles”:  Realities  that  cannot  be  touched  or  measured,  but  that  are  essential  elements  
of  the  Parish  (e.g.,  the  culture,  atmosphere,  norms,  values,  and  environment  of  the  Parish;  
prevailing  or  dominant  expectations,  attitudes,  unwritten  rules,  perceptions,  assumptions,  
etc.)   

g) “Ministries”:  The programs,  services,  and  activities  of  this  Parish,  both  those  it  controls  and  
directs  and  those  in  which  it  participates  or  those  which  it  supports.  (e.g.,  lay  visiting,  
Sunday  School,  youth  camp,  services,  management  of  the  parish,  Bible  study,  participation  
in  community  organizations  such  as  Food  Bank,  Inter-Church  Council,  etc.)   

h) “The Parish of Seaforth in Porters Lake, Nova Scotia.     
i) “Personnel”:  A  generic,  collective  term  that  refers  to  anyone   who  does  work  or  performs  

services  on  behalf   of  and  at  the  request  of  the  Church.  The  word  is  to  be  understood  
broadly  and  may  include  laypersons  and  ordained  clergy,  employees,  volunteers,  students,  
interns,  people  working  on  a  part-‑time,  full-‑time,  temporary,  permanent,  seasonal,   

j) casual, paid,  or  unpaid  basis,  and/or  contractors,  depending  on  the  situation.     
k) The “Plan”:  The  Parish’s  SafeR  Church  Plan.   
l) “Vulnerable  person(s)/people:”  An  individual  who  is  unable  to  protect  himself  or  herself  

from  abuse,  or  has  considerable  difficulty  doing  so  because  of  age,  disability,  or  other  
circumstances.      
 
(3)  APPLICATION   
This  policy  will  apply  to  every  relevant  aspect  of  this  Parish’s  life,  including  its  Intangibles,  
Governance,  and  Ministries.  Every  individual   in  this  Parish  is  subject  to  this  policy.  Likewise,  
this  policy  applies  to  any  allegation,  disclosure,   report,  or  suspicion  of  abuse,  committed  
against  anyone  involved  in  the  parish,  by  anyone  involved  in  the  parish.     
   
(4)  SAFER CHURCH ABUSE RESPONSE AND PREVENTION POLICIES   
1.  Priority  given  to  the  well-‑being  of  individuals,  in  particular  people   who  are  
vulnerable   
The  Parish  will  never  compromise   its  obligation  to  promote  and  protect  the  well-‑being  
of  individuals,  in  particular  children,  youth,  and  other  vulnerable  persons,  by  putting  the  
interests  of  any  individual,   or  its  own  interests,  ahead  of  those   of  an  individual  who  has  
made  an  allegation  or  disclosure   of  abuse,  or  who,  it  is  suspected,  has  been  abused.   
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If  the  Parish  becomes  aware  that  an  individual  who  has  been  convicted  of  a  civil  or  
criminal  abuse-‑related  offence  wishes  to  participate  in  the  life  of  the  Parish,  the  Parish  
will  carefully  consider  what  participation  might  and  should  include  or  exclude,  seeking  to  
extend  the  love  of  Christ  and  opportunities  for  reconciliation   and  restoration  to  that  
individual,  but  without  undermining  or  compromising  the  Parish’s  primary  obligation  to  
take  active  measures  to  protect  vulnerable  people.     
   
2.  Compliance  with  civil  law  in  matters  related  to  abuse  prevention  and  response   
The  Parish  will  abide  by  all  applicable,  relevant  municipal,  provincial,   and  federal  law  and  
regulation,  including,  but  not  limited  to,  the  reporting  requirements  and  other  obligations  
set  out  in  provincial  child  welfare  legislation  with  respect  to  the  abuse   of  children   or  
youth,   and  to  any  relevant  provisions  of  applicable  adult  protection  statutes  and  
regulations.     
   
3.  Recognition  of  diocesan  requirements  and  directives  in  matters  related  to  abuse  
prevention  and  response     
The  Parish  will  heed  requirements   established  by  the  Diocese   in  matters  related  to  abuse  
prevention   and  response.     
   
4.  Cooperation  with  civil  authorities  in  investigations  of  abuse   
The  Parish  will  cooperate  with  child  welfare/protection  agencies  and  other  civil  authorities  
(e.g.,  the  police)  in  any  investigation  of  allegations,  reports,  disclosures,  or  suspicions  of  
abuse  in  the  Parish.      
 
5.  Parish  response  to  an  allegation,   disclosure,   report,  or  suspicion  of  abuse   
Parish  Council  will  act  to  ensure  that  the  principles  and  guiding  directions  of  this  policy  
and  the  specific  measures  outlined  in  the  Parish’s  SafeR  Church  Plan  are  respected   and  
acted  upon.  With  respect  to  any  and  all  allegations,   disclosures,  reports,  or  suspicions  
of  abuse,  the  Parish   will  exercise  caution  and  due  diligence   in  respecting  the  rights  of  
individuals,  in  fulfilling  its  obligations  in  relation  to  matters  of  confidentiality  and  
protection  of  privacy  and  any  other  applicable  law  or  regulation,  and  in  relation  to  any  
relevant,  applicable  canons,  policy,  or  other  guidelines  or  directions  established  by  the  
Diocese.   
   
5A.  In  instances  WHERE  REPORTING  to  the  civil  authorities  IS  REQUIRED  by  law:     

i. The  Parish  will  report  the  allegation,  disclosure,  report,  or  suspicion   of  abuse  to  the  
appropriate  civil  authorities,  following  the  Parish’s  protocol,  which  will  be  outlined   and  
included  in  the  Parish’s  SafeR  Church  Plan.       
 

ii. In  such   a  situation,  the  Parish  will  NOT  initiate  or  undertake   an  internal  investigation,  
for  its  own  purposes,  of  the  truth  of  an  allegation,  suspicion,  report,  or  disclosure   of  
abuse  until  the  civil  authorities  –  including  protection  agencies   and  the  police  –  have  
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made  a  final  disposition  in  the  matter   and/or  have  indicated  that  it  is  appropriate  for  
the  Parish  to  do  so.   
 

iii. In  such  a  situation,  the  Parish  will  take  action  in  response  to  such  allegations,  reports,  
disclosures,  or  suspicions  of  abuse,  with  a  view  first  to  ending  the  abuse  as  quickly  as  
possible,  taking  action  to  prevent  further  abuse,  and  to  supporting  healing  and  seeking  
reconciliation  and  restoration  of  trust  where  possible  including,  but  not  limited  to,  the  
following:     

 
a. The  Parish  will  take  active  steps  to  respond  pastorally,  both  immediately  and  on  an  

ongoing  basis,  to  the  needs  of  the  individuals  involved,  in  particular  to  the  alleged  victim  
and  his  or  her  family,  but  also  to  the  individual  accused,  to  any  other  individual  involved,  
and  to  the  Parish  community  as  a  whole.  
  

b. If  the  individual  accused  or  suspected  of  abuse  is  a  member  of  the  personnel   of  the  
Parish,  or  holds  a  position  or  office   in  the  Parish—especially  a  position  of  trust  over  
vulnerable  people—the  Parish  will  remove  the  individual  from  that  position  immediately,  
pending  resolution  of  the  matter,  and  will  consider  whether  other  restrictions  on  
involvement  in  parish   life  are  necessary  or  appropriate.  If  the  individual   who  is  accused  
or  suspected  of  abuse  is  someone  who  comes  onto  the  Parish’s  premises  as  part  of  an  
external   group  that  uses  the  Parish’s  facilities,  or  for  other  purposes,  the  Parish  will  take  
measures  to  prevent  that  individual  from  coming  onto  the  premises  until  such  time   as  
the  matter  has  been  resolved.      
 
5B.  In  instances  WHERE  REPORTING  to  the  civil  authorities  IS  NOT  REQUIRED  by  law:     

i. In  such   a  situation,   if  the  individual  alleging,  disclosing,  or  reporting   abuse  wishes  to  
contact  the  civil   authorities,  the  Parish  should  present  no  impediment  to  that  action.  The  
Parish  will  act  to  ascertain  the  truth  of  an  allegation,   suspicion,  report,  or  disclosure  of  
abuse,  with  a  view  first  to  ending  the  abuse  as  quickly  as  possible,  taking  action  to  
prevent  further  abuse,  and  then  to  supporting  healing  and  seeking  reconciliation  and  
restoration  of  trust  where  possible.     
   
In  its  efforts,  the  Parish  must  fulfill  its  legal  obligation  to  follow  the  principles  of  natural  
justice.  Specifically,  if  an  individual  is  accused  of  an  abusive   action  or  behaviour,  the  
Parish  must  ensure  that     

1) the  individual   is  fully  informed  of  any  charges  or  allegations   made  against  him  or  her;     
2) the  individual   is  offered  a  full  and  fair  opportunity  to  respond  to  those  charges  or  

allegations;  and     
3) that  any  decision  made  about  such  allegations  is  made  by  an  unbiased  party. 

 
ii. In  such  a  situation,  the  Parish  will  take  action  in  response  to  allegations,  reports,  

disclosures,   or  suspicions  of  abuse,   including,  but  not  limited  to,  the  following:     
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a) The  Parish  will  take  active  steps  to  respond  pastorally,  both  immediately   and  on  an  
ongoing  basis,  to  the  needs  of  the  individuals  involved  in  an  instance   or  occurrence,  
allegation,  report,  or  disclosure   of  abuse,  in  particular  to  the  alleged  victim  and  his  or  
her  family,  but  also  to  the  individual  accused,  to  any  other  individual   involved,   and  to  
the  Parish  community  as  a  whole.     
 

b) If  the  individual  accused  or  suspected  of  abuse   is  a  member  of  the  personnel   of  the  
parish,  or  holds  a  position  or  office  in  the  Parish—especially  a  position  of  trust  over  
vulnerable  people,  the  Parish  will  remove  the  individual  from  that  position   immediately,  
pending  resolution  of  the  matter,   and  will  consider  whether  other  restrictions  on  
involvement  in  parish   life  are  necessary  or  appropriate.     

 
If  the  individual   who  is  accused  or  suspected  of  abuse  is  someone  who  comes  onto  the  
Parish’s  premises  as  part  of  an  external  group  that  uses  the  Parish’s  facilities,  or  for  other  
purposes,  the  Parish  will  take  measures  to  prevent  that  individual  from  coming  onto  the  
premises  until  such  time   as  the  matter  has  been  resolved.     
    
6.  Development  and  implementation  of  SafeR  Church  Plan   
The  Parish  undertakes  to  create  and  implement  an  ongoing  SafeR  Church  Plan  by  the  
deadline  established  by  the  Diocese.     
   
6A.  Specific  abuse  prevention  and  response  measures     
The  Plan  will  identify  specific  abuse  response  and  prevention  measures  in  relation  to  the  
Parish’s  Ministries,  Governance,  and  Intangibles.  The  Parish  undertakes   to     

i. establish  and  enforce  these  measures,     
ii. regularly  monitor,  evaluate,  and  test  that  they  are  prudent,  reasonable,  appropriate,  and  

effective  in  preventing  and/or  responding  to  the  threat  of  all  forms  of  abuse,  as  defined  
and  outlined  above,  and 

iii. adjust  measures  as  circumstances  warrant.   
   
6B.  Abuse  response  and  prevention  education  and  training     
As  an  integral  part  of  the  SafeR  Church  Plan,  the  Parish  undertakes  to  provide,  annually,  
on  a  periodic  or  ongoing  basis,  abuse  response  and  prevention  awareness-‑raising  
information   as  well  as  awareness‑building,  education,  and/or  training  opportunities,  as  
appropriate,  for     

i. all  members  of  the  Parish      
ii. all  governance  bodies  and  their  members     

iii. all  individuals  and  groups  involved  in  providing  Parish  programs,  services,  and  activities     
iv. all  individuals  and  groups  participating  in  parish   programs,  services,  and  activities.     

   
6C.  Review  of  SafeR  Church  Plan     
The  Parish  will,  annually,  review  its  SafeR  Church  Plan,  and  will  amend  or  adjust   the  Plan,  
including  this  policy  and/or  specific  measures,  as  circumstances  warrant.  In  addition,  any  
allegation,  disclosure,  report,  or  suspicion  of  abuse  in  the  Parish  will  trigger  a  review  of  
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the  Plan,  with  a  view  to  identifying  changes  that  might  be  needed.  Deficiencies  in  the  
policy  or  measures  will  be  corrected  as  quickly  as  is  reasonably  possible.   
   
(5)  Approval  of  the  Parish  SafeR  Church  Policy   
This  policy  was  approved  after careful consideration, prayer and reflection, by the Parish 
Council on May 2016. is  effective  as  of  this   date June 1st 2016.   

Glossary of Terms  
 

Some of the words and terms used in this document may be unfamiliar. In addition, we are using some in 

specific ways. Here are the working definitions of the most important of them.  

ABUSE: There is no one single, common definition of abuse used by everyone, everywhere. Unless 

otherwise specified, the word “abuse” in these materials refers to mistreatment of individuals—sexual, 

physical, spiritual, psychological, emotional, etc.—including bullying and harassment.  

DUTY OF CARE: The legal obligation to take reasonable care to avoid causing harm, damage, loss, or injury. 

The duty of care in any situation depends on the nature of the relationship between the individuals and/or 

organizations involved.  

ENTERPRISE RISK MANAGEMENT: An organization’s deliberate, organized efforts to exercise reasonable 

care in relation to the inherent and foreseeable risks generated by its enterprises (i.e., what it does, 

produces, provides, etc.).  

FORESEEABLE: Predictable, something that one is aware of or can see beforehand, e.g., getting hit by a 

puck is a foreseeable risk in hockey, etc.  

GOVERNANCE: The way(s) an organization is organized, controlled, structured, managed, administered, 

etc., including its structures and processes. 

INHERENT: Existing in something as a permanent or characteristic attribute, e.g., abuse is an inherent risk 

of positions of trust.  

INTANGIBLES: A reality—e.g., trust— that has no physical being, that cannot be touched or precisely 

measured, but that affects some, many, or all aspects of the life of individuals and organizations.  

MEASURES: The specific actions a parish takes in the effort to prevent and respond to abuse and to create 

SafeR Church. For example, measures include increasing the ratio of adults to youth on a trip, putting 

windows in the doors of offices, screening for all positions, etc.  

MINISTRIES: A collective term that encompasses all the programs, services, and activities that a parish 

undertakes.  

OBLIGATION: A duty—i.e., something one is morally, ethically, or legally (or some combination of the 

three) required to do.  



 

12 

 

POSITION OF TRUST: A situation in which one person is relied on—i.e., a position in which “faith or 

confidence is placed in the loyalty, veracity, reliability, strength, [good character], etc., of a person” 

(Canadian Oxford Dictionary).  

A position of trust describes a situation in which one person is given a significant degree of power, control, 

or influence over another person, usually someone more vulnerable because of age, the nature of the 

relationship, disability, etc. The duty of care in such relationships is intense and the standard of care to be 

met is high. 

REASONABLE CARE: What a reasonable person (i.e., an individual or an organization) would be expected 

to do in a given situation, “considering the circumstances and the foreseeable consequences.” (Oxford 

Dictionary of Law)  

RISK: Uncertainty or possibility. Until recently, only the negative side of risk has been stressed, i.e., risk as 

“a chance or possibility of danger, loss, injury or other adverse consequences ....” (Canadian Oxford 

Dictionary). But risk—uncertainty, possibility, etc.—also has a positive side, i.e., risk as the chance or 

possibility of flourishing, of benefit, etc. That’s how we will look at risk here, using the following terms: • 

THREAT: A “negative” risk—i.e., the risk of harm, loss, injury, or damage, the risk that something will go 

wrong or badly.  

OPPORTUNITY: A “positive” risk— i.e., the risk of benefit, gain, flourishing, the risk that something will go 

right or well.  

RISK MANAGEMENT: Risk management is the active, deliberate, organized response of individuals and 

organizations to risk, and to the harm or good that those risks may entail. Traditionally, risk management 

involved identifying and implementing prudent, reasonable, appropriate, and effective measures to 

prevent or minimize risks and the extent of harm that might be done if they are realized (i.e., the negative 

side of risk). The definition of risk management has become broader in recent years and now includes 

seeking to increase the likelihood and extent to which things will go well (i.e., the positive side of risk).  

STANDARD OF CARE: The nature and degree of care required in a specific situation. The standard of care 

depends primarily on the nature, character, and intensity of the relationship between individuals and/or 

organizations. The standard of care in relation to positions of trust over vulnerable persons is always high. 

TRUST: Reliance, confidence, faith placed in someone or something, in the absence of certainty or 

guarantees about the outcome.  

VULNERABLE PERSON: An individual who, by reason of age, disability, or other circumstance is particularly 

susceptible to influence or harm, especially from people who occupy positions of trust. 
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Parish Council and Church Council (Canon 35) 
 
WHAT? According Diocesan Canon 35 A parish council is the governing body that orders the life of the 
congregation or congregations forming the parish for which the parish council is established. (6.2) and A 
church council is the ordering body of the church for which the council is established. (11.2) 
 
WHY? According Diocesan Canon 35 There shall be a parish council for every parish (6.1) and A church 
may establish a council for the church, to be known as a church council. (11.1) In the Parish of Seaforth 
there is a Parish Council and each of the Churches has a Church Council referred to a Vestry in parish of 
Seaforth 
 
WHO?  The Parish of Seaforth is a large parish of five churches.  Parish Council and Vestry meetings are 
open to all parishioners. Formal members of Parish Council and Vestry are in accordance with Canon 35. 
Other attendees are encouraged to participate in discussions but do not have a vote. 
 
WHERE?  Meetings are held at St Marks, Porters Lake  
 
WHEN? The second Tuesday of the month at 7:30pm with the Annual Meeting of each church being held 
in January or at the latest early February.  
 
HOW? Notice is given out to all members of date, time and location of council meeting. New items for the 
agenda are conveyed to the Warden or Rector for inclusion in the meeting. 
Identify the inherent and foreseeable risks in the Program 
 
Special factors to consider: 
 
Risks to Recipients: Non attendees may feel left out of discussions and decisions 
 
Risks to Leaders/Helpers: Overload of time commitment. Concern over one member monopolizing a 
meeting, or non-attendees threatening those who do attend to ensure their ideas are put forward. 
 
Risks to Parish: Low numbers can lead to limited ideas and pressure for parishioners and can lead to lack 
of innovation or forward movement. 
 

Risks SafeR Church Measures to consider 

No participation in discussions Meetings are open to all 

No participation in decisions Encourage letting yourself be nominated for an official 
position on council 

Threats Encourage the dissatisfied to come to meetings and 
become council members. 
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Warden (Church and Parish)  
 

Primary Function:  The duties of the Church Wardens are to oversee, care for and administer buildings, 
records, and funds of the Parish, to make an annual report and to have made a financial statement for the 
Annual General Meeting.  The Church Wardens shall also assist in guiding the implementation of the 
programs of the Parish and generally share with Pastor the pastoral and spiritual concerns of the Parish. 
 
Responsibilities: (Synod of the Diocese of Nova Scotia and PEI – Canon 35) 
The wardens of a Parish are the principle lay officers of that Parish.  The wardens of a church shall perform 
those duties referred to below to the extent that those duties apply to the church. 
 
Specific Responsibilities and Tasks/Requirements:  

 The wardens of a parish shall provide leadership in encouraging mutual responsibility in fulfilling the total 
ministry to the community;   

 discussing the concerns of the community with the Pastor of the parish; subject to the direction of the Bishop, 
and in compliance with the applicable Canons, overseeing and providing leadership where there is no Pastor 
or while the Pastor is absent;  

 when necessary, discussing with the Pastor and communicating to the Bishop the concerns of the wardens 
regarding the ministry of lay or ordained leaders; 

 ensuring that the Canons of the Diocese, to the extent they apply to the parish and each church that forms a 
part of the parish, are observed; 

 ensuring that complete and accurate reports of the actions of the parish council and the council of each church 
that forms a part of the parish and of the financial of the parish and each church are made to regular meetings 
of the parish and the church; 

 ensuring that all records of the parish are kept in a timely, thorough and accurate manner; 

 ensuring that all necessary reports and financial returns are made on time to the Diocesan Synod office; 

 Responsible for finding clergy when Rector is on vacation or holiday, retreat, absence due to illness, etc.   

 Within three weeks after an annual meeting of the members of a parish 

 The wardens of the parish for the previous year shall forward the completed parish return forms received from 
the Diocesan Office to the Diocesan Office; and 

 Each outgoing warden of the parish shall transfer to the remaining or newly elected wardens of the parish all 
books, documents, money, keys and other property of the parish which are in the hands of the outgoing 

 Ultimate responsibility for the finances of the parish including buildings, records and funds of the Parish (may 
be delegated with consent of the Church/Parish Council to others including a Church/Parish Treasurer where 
applicable); 

 Chairs Council’s regular and Annual General Meetings and participates in the preparation of the agendas and 
provides guidance to the business and work of the Parish.  Reads Church and Parish Minutes prior to the 
meeting and follows up on 'work to be completed' between monthly Church Council meetings. 

 Prepares (in collaboration with other wardens as appropriate) a Warden’s report for monthly and annual 
general meetings of Council(s)  

 Ensures the Church/Parish Council completes an annual review of its performance. 

 Ensures the Church Councils prepare basic annual work plan/goals and provide follow up at Church Committee 
meetings to further these goals. 



 

15 

 

 Ensures the Church Councils refer to and updates the Church Committee's and the Parish's annual calendar of 
events. 

 Presents, with the Treasurer, a Budget to the Annual General Meeting for approval; 

 Ensure that the books of accounts are kept that reflects the financial position of the parish at all times and 
present (or have presented) regular financial statements to the Church/Parish Council; 

 Serve as a signing officer of the parish bank accounts; 

 Oversee the maintenance and upkeep of all buildings used by the parish, including the Rectory (may be 
delegated with consent of the Church/Parish Council to others including a Property Committee where 
applicable); 

 In collaboration with the other Wardens and Pastor ensures that the parish membership list and other records 
are maintained and up-to-date. 

 
Personnel: 

 Responsible for the appointment of non-clergy Parish staff with the concurrence of the Parish Pastor and 
Church Council; 

 Support and communicate with the Pastor on a regular basis; and may, at the request of the Pastor, be called 
upon to sit on an Executive Committee for the purpose of investigating serious concerns or issues respecting 
suspected negligence, abuse, fraud or embezzlement; 

 Notify and confirm Synod Delegates and Alternates to the Secretaries of Synod; 

 Builds relationships with parishioners and represents the Parish community by actively listening and bringing 
forward their ideas, interests, inquiries and concerns to appropriate personnel. 

 Familiarize oneself with the members of the Parish, its committees and operations. 

 
 
Level of Risk:  LOW □  MEDIUM □   HIGH ■ 
 
To Church: 
Potential risk of damaged reputation through abuse or negligence 
Potential risk of misuse of funds through fraud or embezzlement 
 
To Self: 
The individual may have on-going, intensive or lone interactions with vulnerable people; 
The individual has access to money, privileged information or confidential records 
 
Ways of Reducing Risks: 
Incumbent has received training and/or orientation in regards to the Parish Screening Policy. 
Submit a current Police Record Check with Vulnerable Sector search, obtained in the last 24 months. This 
must be renewed every 5 years. 
Church guidelines on Counselling / Visiting for Pastor and Lay Counsellors/Visitors 
Church guidelines on Financial Accountability 
Church Insurance and Liability Coverage 
May provide third party audit of church/parish annual financial record.   
 
Skill Set: 
Essential Knowledge and Skills  

 Wardens are expected to set the example as a believer in Christ as they serve members of the Parish.  Wardens 
should be regular attendees of the Parish with a reasonable knowledge of the Parish history and familiarity 
with fellow parishioners.   
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 Wardens should be aware of the Canons particularly where they apply to the Warden and to the Parish. 

 Wardens should be aware of the policies of the Parish and Diocese and ensure that they are followed within 
the Parish.  Wardens should ensure that all provincial and federal legislation and statutes are complied with by 
the Parish and should be prepared to report any contraventions to the Diocese and Vestry where necessary.   

 Team worker, committed to the parish, the diocese and the national church. 

 Listening skills are essential as he/she participates in the life of the parish, listens to the congregation, and 
engages with parish members / newcomers / visitors. Seeks to understand the perspectives and interests of 
others and respects differences where they may occur.  

 Leadership skills including presentation abilities, financial understanding will be an asset. 

 Understands the need for and maintains strict confidentiality. 

 Attends and participates in monthly Church and Parish Council meetings on a regular basis; provides 
information to the Pastor if unable to attend a Church and Parish Committee meeting. 

 
 
Term of Office/Time Commitment: 
Standard practice for the Parish of Seaforth is to have wardens for each church (Senior Warden and Junior 
Warden), who are elected at each church’s Annual General Meeting and serve jointly on Parish Council. 
Term of Office:  ■ Renewable annually      □ Per Employment Agreement      
Time Commitment:  4 hours per week  
 
Support/Supervision/Training/Evaluation 
Elected at Annual Meeting or Parish Council meeting if vacancy before AGM 
Responsible and reports directly to the Pastor and indirectly to Council and to the Bishop in accordance 
with Canons of the Church. 
Supported by Pastor, Wardens, Council, Congregation 
Training: Participation in church and other workshops as related to the Warden’s specific duties. 
Evaluation:  Non-salaried positions will be provided constructive feedback as required by the Pastor. 
The evaluation will be based on the effectiveness of the performance of duties outlined above.  
 
Reimbursement: (Check one of the boxes below) 
■ This is a non-salaried position. 
□ This is a salaried position.  Salary as determined by Church Council. 
 
Benefits: (What satisfaction might a person get from this job?) 
The opportunity to use spiritual gifts and abilities to serve God and his people.  
An opportunity to use personal gifts of time, treasure, or talent in service of our church, our parish and 
our community. 
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Church Treasurer 
 

What?    The purpose of the church treasurer is to be in charge of all financial activities applicable to the 
church’s operation and to be accountable to the congregation of the church and the Parish Council. 
 
Why?      The Church Congregation needs an accurate, informative and reporting system to operate 
effectively and the Parish Council requires accurate financial input from all the Parish Churches to 
accomplish their responsibilities. 
 
Who?       A member of the Church Congregation has volunteered or agreed to let their name stand for 
nomination for this position with all its responsibilities and is duly elected as Church Treasurer at the 
Church Congregational Annual Meeting. 
 
Where?    An Accountable Treasurer must be in each Church of the Parish. 
 
When?    The Church Treasure is elected for a designated term at the Annual General Meeting in February 
according to the Guidelines for the Annual General Meeting. 
 
How?       The Church Treasurer will: 

 Set up the multiple Signature Bank notification forms 

 Maintain accurate records (deposit and cheque books, Account Journal, General Ledge and all Forms needed 
for the year) of all financial transactions pertaining to the Church 

 Provide regular current financial reports of income and expenses (Monthly Bank Reconciliations) to the Church 
Committee 

 Answering Church Committee’s financial questions and/or provide financial advice on situations 

 Arranging Payment Systems and Forms for all approved expenses and accomplishing all such tasks promptly, 
following due dates 

 Arranging Deposit Systems and Forms for all income and accomplishing all such tasks promptly 

 Do not count deposits first or alone. 

 Practice the disbursement of funds by cheque only. 

 Attend the Church Committee meetings and the Parish Council Meetings and being prepared to contribute 
financial information as requested and to follow the Committee’s direction 

 Preparing a draft of the Annual Church Budget for the Church Committee to review the meeting before the 
ACM 

 Completing and Presenting the Financial report for the Annual General Meeting for the Church 

 Being prepared to answer questions from the congregation member. 

 Preparing and distributing income tax receipts at the end of year for all donations to the church  

 Accomplishing all tasks required to distribute funds and complete forms to PWRDF, Income Tax Revenue and 
HST 

 Follow recommended advice from Church and parish councils and the Diocesan Office on Memorial Funds. 

 
Identify the inherent and foreseeable risks in the Program:  

 Unable to find a person who is willing to assume and to complete accurately the tasks involved in the 
Treasurer’s Position 

 Possibility of the person giving in to temptation and misusing the funds or theft not of their doing 
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 Possibility of the Treasurer’s responsibility becoming overwhelming re workload, not being current in 
completing tasks and the time required to completely do the necessary tasks 

 Possibility of health issues, emotional and mental stress from the volume and type of the workload 

 The church not being able to fulfill their financial obligations to the congregation membership 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

19 

 

 

Organist:   
 
Primary Function:  To build and oversee a vibrant music ministry that uses a broad range of traditional 
music styles, including organ and instrumental music, and is accessible to parishioners. Through a variety 
of musical expressions, to contribute to a worship experience that assists in the fulfilling of the Mission 
of the Parish 
 
Scope of Responsibilities:   
 
The organist will develop and lead a music program in keeping with the wishes, needs and resources of 
the congregation and in consultation with the Rector.   
 
The organist is accountable to the Parish Executive through the Rector. 
 
Specific Responsibilities and Tasks/Requirements:  

 Accompany Sunday Services. 

 In co-operation with the Rector, plan and direct liturgically appropriate music for Advent, Christmas 
Epiphany, Lent, Easter, Pentecost and other special services. 

 Develop and maintain a substitute list if not available for all services. 

 Attend Liturgy and hymn selection meetings or other meetings as required. 

 Any other responsibilities as defined by the executive and Parish Council from time to time. 
 
 

Level of Risk:  LOW ■       MEDIUM   □            HIGH  □ 

 
To Church: 

- Low risk of damaged reputation through abuse or negligence 
To Self: 

- Individual has a relationship with/access to people, but work occurs on-site with others in the vicinity; 
Ways of Reducing Risks: 

- Annual volunteer (leadership) training sessions 
 
 
Skill Set: 

 Musical instrument skills including piano and/or organ.   

 Knowledge of Church Liturgy, and in particular Anglican ethos, would be an asset. 

 Good interpersonal and communication skills 

 Excellent organizational skills 

 Knowledge of copyright regulations and execution of these regulations. 

 Takes initiative 

 Ability to work as a collaborative member of a team, giving direction when required 
 
Term of Office/Time Commitment: 
Time Commitment:   

- Preparation time varies each week 
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Support/Supervision/Training/Evaluation 

- Appointed by Rector with the approval of Council. 
- Responsible to and reports directly to the Rector. 
- Supported by Rector, Wardens, Council, Congregation 
- Evaluation:  Formal feedback will be provided by Rector  
-  

Reimbursement: (Check one of the boxes below) 

□This is a non-salaried position.     

■ This is a salaried position.  Salary as determined by Church Councils. 
 
 
Benefits: (What satisfaction might a person get from this job?) 

- Contributes to a worship experience that assists in the fulfilling of the Mission of the Parish 
- An opportunity to use personal gifts of time, treasure, or talent in service of our church, our parish and 

our community. 
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Lay Reader 
 
WHAT? Assist the Rector as directed during worship services and other duties to enrich the parish. Leading 
Morning and Evening Prayer.  Support the worship of the Parish.  Lead the services when Rector absent.  
Lead the intercessions and preach (on occasion) for services.  
 
WHY? To assist in the leadership of worship. To enable a stronger worship with parishioner involvement.  
To connect with the worshipping community. 
 
WHO? Laity who feel called to this ministry, have been approved by Parish Council and have taken 
appropriate training.  Licensed Lay Reader.   
 
WHERE? In Places of worship.  Pastoral visiting in homes, hospitals and health care facilities. 
 
WHEN? Whenever called upon.   
 
HOW? In consultation with the Rector. Parish Council may also be involved.  By instruction and courses to 
improve spiritual consciousness.  By regular meetings with other lay readers and the Rector. 
 
Identify the inherent and foreseeable risks in the Program Misuse of position 
 
Special factors to consider:  Preaching that separates people from God.  That the preaching may not be 
theologically sound. 
 
Risks to Participants:  Hurt by words, and understanding of the Lay Reader.   
 
Risks to Leaders/Helpers:  Verbal abuse.  Driving in winter to churches. Betraying confidentiality when 
performing pastoral visitation.   
 
Risks to Parish: If a Lay Reader, on behalf of the Parish, behaved inappropriately, or speaks against the 
Canons, and against the policies of the Diocese of Nova Scotia and PEI and the Anglican Church of Canada.   

 

Risk Measures 

Driving in Winter 
 
 
 

Cellphone in car 
Vehicle in good condition 
Companion on the drive 

Bad Theology 
 
 

Continuing education courses in preaching 
Continuing education courses in scripture 
 

Pastoral Visiting 
 

See risk assessment in audit. 
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Envelope Secretary 
 
WHAT:  The Envelope secretary is responsible for the offerings made to the Parish/Church for which an 
Income Tax Receipt will be issued. Many Church members use the weekly numbered collection envelopes 
for this purpose. The number on the envelope identifies the Parishioner’s name on the master sheet held 
by the Treasurer.   
 
Why:  The Envelope Secretary will assist the Church treasurer in counting and recording collections from 
the congregation at Church Services, thus providing more security for the accountability of Finances. 
 
Who:  In the Churches of the Parish of Seaforth, an elected Church Warden has this responsibility. If a 
Warden is not available, a reliable alternate may be temporally appointed for the one time counting and 
recording.  
 
Where:  The Envelope Secretary must be present with the Treasurer when counting and recording the 
envelope offerings made to the Church.  
 
When:  The counting and recording of the Envelope Collection is done in the Church immediately following 
the Church Service. In case of an emergency that this cannot happen, the collection will be sealed with 
the signatures of two people who will open the seal with the Treasurer and Envelope Secretary at a 
convenient location and time. 
 
How:  The sealed envelopes are opened and the money or cheque enclosed is counted and recorded by 
both the Envelope Secretary and the Church Treasurer. The total amount is recorded in the Church 
Registry Book.  On another form titled Weekly Collection is recorded the amount donated that week by 
the church member. This amount is written beside the identifying assigned envelope number. Signatures 
of both Counters are required on all forms. If there is a difference in the amount recorded by the 
congregation member on the envelope and the envelope content counted, the congregation member 
must be notified immediately by the Envelope Secretary or Treasurer. 
 
Risk Assessments   -   Special Factors 
Qualifications of elected or appointed Envelope Secretary such as Church Attendance 

 The Possibility of Honest Errors 

 The Possibility of Theft 

 Special Factors to Consider 

 Appointment of an alternate if Envelope Secretary is not available 

 Risks to Participants 

 Accountability for accuracy 

 Time Commitment 

 Mismanagement 

 Mistakes 

 Not an Agreeable Working Relationship 

 Risks to Parish 

 Loss of a congregational member 

 Loss of money 
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Fire Regulations 
 
WHAT? Each building in the Parish is inspected regularly by the Fire Department. Recommendations are 
implemented as soon as possible after they are made by the Fire Department. Each building is furnished 
with an up-to-date fire extinguisher in a conspicuous place. Exits from buildings are clearly marker. 
Emergency lighting is installed to facilitate vision is event of power failure. There are exits and front and 
rear of each church. 
 
WHY? For the safety of the buildings and those persons who use the buildings. 
 
WHO?  The fire department and all building users. The church Wardens are responsible for the 
implementation of fire regulations. 
 
WHERE?  Throughout the parish 
 
WHEN? Fire inspections are encouraged to be carried out each year. 
 
HOW? Fire Department and church wardens ensure compliance with provincial regulations. 
 
Special factors to consider:  There is no smoking allowed in any of the buildings. Candles are burned in the 
churches on a regular basis. A watch is kept on these to ensure minimum risk of unanticipated fire. All 
buildings in the parish are made of wood. 
 
Risks to Recipients: Being trapped in a building on fire. Smoke inhalation. Panic 
 
Risks to Leaders/Helpers: Controlling group panic 
Risks to Parish: Loss of parishioners. Loss of buildings. 
 

Risks SafeR Church Measures to consider 

Trapped in burning building Ensure all exits are clearly marked. 

Smoke inhalation Encourage calm controlled evacuation of the building 
in orderly manner from all of the exits. 

Controlling panic Ensure leaders know how to use fire extinguisher. Stay 
calm 
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Keys 
 
WHAT? Keys to church properties – churches, sheds and halls. 
 
WHY? To allow access to buildings for services and functions.   
 
WHO?  Numerous people in the parish hold keys to certain buildings.  Wardens, members of Altar Guilds, 
custodians, Sunday School teachers, priest associate and the Rector.  In regards to wardens, they hold the 
keys of the locked buildings as they are responsible for the buildings. They are made aware of when 
buildings are to be open and they are to ensure that access is available for users of the church or any of 
the halls when required. At times keys may be given to others for a short period and returned following 
specific use. 
 
WHERE?  Keys are kept safe in the key holders home or on their persons. 
 
WHEN? In the event of the absence of the warden(s), or other key holder from the parish, the keys are 
given to another designated person. 
 
HOW? By hand 
 
Identify the inherent and foreseeable risks in the Program 
 
Risks to Participants: Possibly On call 24/7 
Risks to Leaders/Helpers: Unable to reach warden when key is required 
Risks to Parish: Lock out  
 

Risks SafeR Church Measures to consider 

On call 24/7; warden unavailable; lock out Have duplicate key in a designated other's safekeeping 
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Custodian:  Cleaning the Church  
 
Primary Function:  The Custodian is accountable for contributing to the worshipping community of the 
parish by ensuring that the cleaning and minor maintenance of all church buildings and grounds, are 
completed in a timely, quality and helpful manner. 
 
Scope of Responsibilities:   
Under the general direction of the Rector and in coordination with Buildings and Grounds Committee, the 
Custodian will provide the following tasks on the predetermined days.  
 
Specific Responsibilities and Tasks/Requirements:  

 Clean floor of main Church area 

 Clean public washroom  

 Check and clean Kitchen floor 

  
Level of Risk:  LOW □  MEDIUM   ■            HIGH   □ 
 
To Church: 
Potential risk of damaged reputation through abuse or negligence 
To Self: 
May get to know numerous people, have some access to information; 
Sexton usually works in church or hall area when others are not present  
 
Ways of Reducing Risks: 

 Incumbent locks doors if working on site alone; 

 Incumbent has received training and/or orientation in regards to the Parish Screening Policy. 

 Annual volunteer (leadership) training sessions 

 
Skill Set: 

 Ability to read and interpret documents such as safety rules, operating and maintenance instructions and 
procedure manuals required. 

 Ability to sequence and schedule work tasks so as to proactively respond to the needs of the Church for that 
week, month, year 

 Be a person who practices the Christian faith and models that faith in the life of the church. 

 The nature of church’s work and mission requires discretion, tact, compassion and confidentiality 

 An attitude of support - working together as one team 

 Understanding and respect of personal and professional boundaries 

 
 
Benefits: (What satisfaction might a person get from this job?) 
 
An opportunity to use personal gifts of time, treasure, or talent in service of our church, our parish and 
our community. 
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Buildings and Grounds 
 
What 
The main buildings that are included are the Rectory and the five church properties.  Also grounds include 
lawns or yards, driveways, parking areas and pedestrian walkways. 
 

Why? 
The church was built to worship god.  All buildings on the property and the facilities within these buildings 
are designed to help enable the parish and community to carry out god’s work and conduct the business 
of the church.  
 

How 
Most buildings on the property are used for a variety of functions and events: 
- The church building is used primarily for religious activities, particularly worship services.  Related formal 
functions include weddings, baptisms, commemorations, funerals, confirmations and ecclesiastical 
convocations.  Less formal activities may include concerts, lectures and plays. 
 

Who 
Parishioners, visitors, clergy and staff typically use the churches. 
 

When 
All facilities are used periodically from early morning to late evening, 7 days a week. 
 
Inherent and Foreseeable Risks 
The risks associated with the use of any of the facilities including parking areas and walkways are possible 
physical injuries, stress and mental issues or legal liability caused by poor or neglected maintenance, 
ventilation, lighting, or insufficient instructions/ training on the use of specialized equipment or familiarity 
with the premises.   
 
Risks Mitigation Measures to Consider 
(physical injury or financial liability due to) 

 Improper or poor maintenance  

 Ensure a comprehensive maintenance program is implemented to identify and address all potential risks. 

 Develop a list of required regularly scheduled maintenance duties. Identify maintenance issues involving 
repairs or replacement and ensure steps are taken to correct them. 

 Ensure proper and timely 4-season maintenance is carried out for all driveways, parking areas, walkways, 
sidewalks, access ramps and steps. 

 Insufficient Lighting:  Conduct an assessment of all interior and exterior spaces to ensure proper lighting is in 
place. Replace or upgrade where necessary. 

 Lack of proper security measures  

 Assess all security measures now in place.  Ensure all physical spaces are able to be effectively secured (all 
doors and windows locked, alarms in place and working to prevent break-ins, etc.) 

 No instruction for special equipment  

 Ensure all users are familiar with special equipment (steam dish washers, gas stoves, circuit breakers, etc.) 

 Liability from use by outside groups  

 Develop agreements to be signed by outside users of the premises to save liable the church from any incidents 
involving property damage or physical harm. 

 Fire prevention Have a fire assessment conducted by the fire marshal, and ensure all recommendations are 
implemented. 
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Cemeteries 
 
WHAT? There are four cemeteries in the Parish of Seaforth.  St. Augustine’s is the only church without a 
burial ground.   Care of the cemeteries is under the direction of the Parish Council and the specific church 
councils. Use of the cemetery is granted by the Parish or appropriate Church council or designated 
warden, and under the guidance of the Rector.   
 
WHY? Cemeteries are for the repose of the mortal remains of those who have died. They afford a final 
resting place for the remains and a location for visitation by those who remain here on earth. 
 
WHO?  Family and friends of the deceased, funeral director, clergy, visitors, some of those tracing family 
trees, grounds keepers and grave diggers. 
 
WHERE?  Each church, except St. Augustine’s, and Christ Church has a burial ground on the property.  
Christ Church, St. James, and St. Barnabas each of additional cemeteries located in order:  Conrod Beach 
Road, Highway 207, and Conrod Settlement Road.   
 
WHEN? Cemeteries may be visited any time, but in particular for burial or committal of ashes. Occasionally 
there are services of remembrance held in the cemeteries.  At least once each year there is a work day in 
each cemetery in which the grave stones are checked and the grounds are tidied.  Every summer grounds 
persons are nominated or hired to maintain the cemeteries. They cut the grass, fill in any sunken graves 
and report any problems with the grave stones 
 
HOW? Maintenance is under the care of each church. Arrangements for burials, committals and services 
is in the hands of the priest working with the funeral director, the family of the deceased, the parish and 
or whoever else may need to be involved. 
 
Identify the inherent and foreseeable risks in the Program: 
Special factors to consider: Cemeteries are always open. Anyone can enter them at any time. Grave 
stones can deteriorate with time. Graves can cave in. Vandalism can take place. 
 
Risks to Visitors: Visitors may stumble on uneven ground, be hurt by faulty grave stones, slip on wet grass, 
fall into sunken graves. They may be offended by graffiti on grave stones. 
  
Risks to Leaders/Helpers: Grounds keepers may be subject to the same risks as visitors. 
 
Risks to Parish: Difficulty in finding personnel to fulfill the job requirements of groundskeepers. (Bona 
Fide Occupational Requirements - BFOP) 
 

Risks SafeR Church Measures to consider 

Uneven ground, damaged stones   Regular check on condition of each cemetery 

Vandalism Regular check on each property 
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Adult Bible Study 
 
What: An adult study group meeting weekly to explore and reflect on the readings for the following 
Sunday. 
 
Why: The stories of the Bible are critical to every Christian person’s identity and world view. They help to 
guide and direct our growth and development as individuals and communities. 
 
Who: Any adult from the congregation or community who wishes to study the Bible. 
 
Where: St. Mark’s, 74 Myra Road. 
 
When: The group meets in the weekly on Thursday mornings from 9:30-11:00am.  We gather from 
September until June. 
How: We gather to study the word of God through biblical scripture readings and from time to time 
through contemporary books.   [What is important to know (exegetical), Where is God in these words 
(theological), So what does this mean for our lives (pastoral) and Now what is God calling us to do 
(homiletical)].  
 
The position of facilitator could be filled by a member of the clergy or a lay leader. The position of 
facilitator of the Adult Bible Study program is a position of trust in relation to the parish and the 
participants. The facilitator needs to prepare for each lesson by reviewing the material and course outline, 
engaging it personally and prayerfully, and gathering the necessary materials.  
 
Risks to the facilitator: 

 Physical injury: A person could trip or fall in the church. 

 The facilitator could be made aware of allegations or reports of abuse or wrongdoing. 

 Risks to participants: 

 Physical injury: A person could trip or fall in the church. 

 Emotional harm: The subject matter may bring up difficult or troubling memories. 

 Spiritual harm: The participant could misunderstand the lesson and be spiritually harmed. 

 Risks to the parish: 

 Loss of reputation: the program facilitator may not understand the program material and its implications 
resulting in a bad reputation for the program and/or the parish. 

 

Risks: SafeR Church Measures to Consider: 

Physical Injury 
Emotional Harm 
Spiritual Harm 
Loss of Reputation 

The parish Property Committee inspects the building and grounds on 
a regular basis and makes needed repairs in a timely manner. 
If allegations or reports of abuse or wrongdoing are revealed in one of 
the sessions, the facilitator will discuss the situation with the Rector 
and decide whether further action is needed. 
The facilitator will receive appropriate training for the selected 
curriculum.  
The facilitator may arrange to discuss any difficult passages with the 
Rector. 
The facilitator may suggest that a participant consult the Rector on a 
difficult or troubling issue. 
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Hospital/Nursing Home Worship Services 
 
WHAT? Worship services are held each week at the Birches Nursing Home, Musquodoboit Harbour.  
Leadership is shared between all local clergy. The schedule is arranged by staff at the Lodge. Individual 
leaders unable to take their turn arrange an exchange with other clergy, lay reader or volunteer. 
 
WHY? A small number residents in the nursing home were regular parishioners in their home church prior 
to moving to the nursing home. They appreciate having a time of spiritual refreshment and worship with 
other believers of various denominations in the Lodge. 
 
WHO?  Residents of the lodge, staff, visitors, clergy and other volunteers. 
 
WHERE?  Services are held in the Multipurpose Room of the Birches 
 
WHEN?  Services are held each on specific days.  Other special days such as Christmas, Good Friday and 
Easter 
 
HOW? Staff set up the room for the service. Residents come on their own if able are brought by Lodge 
staff or family. Attendance is voluntary. 
 
Identify the inherent and foreseeable risks in the Program 

 Spiritual needs of residents vary and may not be met. 

 Multidenominational nature of services may cause concern to residents and to leaders. 

 Special factors to consider: Some residents may be limited physically and/or mentally. 

 Worshipers belong to several different denominations. 

 Risks to Recipients: Worship may not be in accord with faith of all attendees 

 Risks to Leaders/Helpers: Travel to/from facility. Bad reaction from worshipers. Adverse reaction from other 
leaders who fear parishioner poaching. 

 Risks to Parish: Sense of loss of time of clergy while he/she is busy at the Lodge. 

 

Risks SafR Church Measures to consider 

Not meeting spiritual needs of residents Ensure appropriate pastoral presence by resident's 
spiritual care giver 

Limited ability of worshipers Check with Lodge staff 

Ecumenism Be sensitive to wide range of faith 

Loss of Clergy time Encourage parishioners to attend 

 Compliance with hospital, nursing home and lodge 
regulations 
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Marriage Preparation 
 
WHAT? There is intentional preparation for Marriage for couples presenting for Marriage.WHY?  The 
Diocesan Guidelines call for Marriage Preparation for every couple planning to be married in the Anglican 
Church of Canada in the Diocese of Nova Scotia and Prince Edward Island. Guidelines 1.1.03 and 1.1.24 
 
WHO? The programme is for the candidates themselves, sometimes several couples together. Candidates 
must be taking this step freely and not under pressure for family, friends of the Parish. In some cases, the 
couple attends a marriage preparation course held elsewhere in the Region, Diocese or in the couple's 
home diocese if they live elsewhere. Preparation in the Parish of Seaforth is be led by the Rector. 
 
WHERE? The classes would take place in a location mutually convenient to the couples(s). 
 
WHEN? There would be two to five sessions over a period of several weeks up to the time of the marriage.  
Usually there is a rehearsal prior to the wedding itself. 
 
HOW? The sessions are conducted in the form of adult education with participation in discussions and 
question by all attendees. Confidentiality beyond the sessions is required if there is more than one couple 
in the sessions. Legal requirements must be in place prior to the marriage. 
Identify the inherent and foreseeable risks in the Program 
 
Risks to Participants: For the most part there would be only one facilitator so the conversation can be 
steered by the facilitator and there could be opportunity for persuasion sometimes not hearing 
completely what are obviously troubling thoughts and ideas. As in any group of people there could be 
monopoly of the discussion by the facilitator, a candidate, or anyone else present. 
 
Risks to Leaders/Helpers Should there be strenuous objection to the material being presented, the 
session might be ‘hijacked’ and therefore the leaders/helpers are stonewalled from carrying out the 
program and in rare cases could be the brunt of some anger or underlying frustration. 
 
Risks to Parish: Should anyone want to claim that any of the above has happened the church could be 
named in a bullying suit or that the church is making unreasonable requirements to complete the 
program. There is no test, exam or rejection from proceeding with the marriage as long as all legal aspects 
are in place – folks are free to make their own decisions re going ahead with the wedding after being 
presented with the information and the ensuing discussion. 
 

Risks SafeR Church Measures to consider 

One facilitator Keep doors open. Have two facilitators 

 Let candidates choose location 

Presenter may give inaccurate 
material or go beyond  or omit 
necessary material for Holy 
Matrimony 

Ensure that an audit of the class and material takes place from time 
to time and encourage parish sponsors to participate. 
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Door Greeters and Ushers  
 
Primary Function:  The primary goal of the greeter(s) is to welcome the community (new and old) as they 
enter the church and to act as host/hostess for the community during worship services.  It is an 
opportunity to express God`s love through Christ and help set the tone for the upcoming worship service. 
 
Scope of Responsibilities:   
Hospitality Ministry - share a kind word, open a door, offer a handshake or just lend a helping hand to 
people as they enter the church.  
 
Specific Responsibilities and Tasks/Requirements:  
Greeters: 

 Schedules can be prepared in advance by the Coordinator of Greeters.  A schedule can be prepared each 
January and July, is sent out to Greeters via e-mail, and will be posted on the bulletin board at the right rear of 
the church. Individuals are responsible to fill their own shifts should they need to be absent. 

 Maintain a neatly groomed appearance. 

 Prior to the commencement of Service: 

 In winter months, please arrive at the church with enough time to ensure steps and ramps are clear of snow 
or ice.  Apply salt if needed. Turn up/down thermostats at required. 

 Put hymn numbers on the boards. (Get the numbers from the bulletin or from the Organist.) 

 Be at your assigned position within the church 30 minutes before the start of each service.  

 Welcome the community as they enter the church; hand out service bulletins, songbooks, etc. as required. 

 Close (and open) sanctuary doors as Praise and Worship begins (and ends).   

During Service: 
 Watch for people needing extra assistance such as people with small children, elderly, wheel chairs, etc.  

 Greeters should sit near the rear of the congregation once all seating is complete.  

 Count people (including Ministry team) and enter number in Vestry Book. 

 Be prepared to dim lights, open windows, and to assist with any emergencies or handle disturbances.  Quietly 
offer parents ``activity bags`` (located on the shelves at the back of the church) if children become disruptive 
during a service. 

 During Worship Service collect the offertory and present to Acolyte/Server at the Altar with Sunday School 
Child and present to the Pastor for blessing at the appropriate time; 

 During Holy Eucharist, close and open altar rail at the beginning and end of communion.  When the Pastor or 
Eucharistic Ministers are ready to serve the Host, proceed to the front pews moving backwards as appropriate 
to indicate to congregation members that it is their turn; 

 Stay until the end of your assigned time. Receive and replace songbooks on shelves, check for any personal 
items left in pews by congregations, straighten service and songbooks as necessary; 

 Ensure thermostats are turned down to 10 degrees Celsius. 

 
Ushers: (As per individual church policies:  In the Absence of a Funeral Director or a designated In House 
Funeral Director, USHERS will be required to perform the following) Ushers are occasionally required to 
seat people during special services where congregation numbers are particularly large. 

 Attempt to usher all people to a seat. This does not mean that people cannot sit where they prefer. Make 
people feel comfortable and try to find out where they would like to be seated. Do not point to a seat as a 
substitute for ushering. 

 Make periodic checks of your section to determine if there are any empty seats available.  

 If a person indicates he will be leaving the service early, seat him on the aisle near the rear of the sanctuary 
close to an exit.  
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 Be sure to walk slowly to the seat you are suggesting. Place your hand on the row in front of the one you have 
selected and face your guest. This movement leaves no doubt to the guest which row you have in mind.  

 When people enter or leave the sanctuary, an usher should always open and/or close the door. Watch for 
people needing extra assistance such as people with small children, elderly, wheel chairs, etc.  

 If possible, latecomers should be seated toward the back of the sanctuary during an appropriate break in the 
service.  

 
Level of Risk:  LOW ■       MEDIUM   □       HIGH   □ 
 
To Church: 
Potential risk of damaged reputation through abuse or negligence 
To Self: May get to know numerous people, have some access to information or records; 
 
Ways of Reducing Risks: Incumbent has received training and/or orientation in regards to the Parish 
Screening Policy.  Annual volunteer (leadership) training sessions 
 
Skill Set: 
Outgoing and personable, cheerful and warm; easy to approach 
Enjoys welcoming people and making them feel comfortable whether they are new or old to the 
community 
Knowledgeable of various ministries and programs within the church. 
Needs to be able to communicate well with the wardens and clergy regarding the needs of the community 
Maintains confidentiality.  
Display an attitude of excellence in every aspect of setup, worship time and breakdown. 
Gifts of hospitality, encouragement, helps, and mercy. 
 
Term of Office/Time Commitment: 
Term of Office:  □ Open term, at discretion of Greeter and Pastor  
Time Commitment:    Regular attendance at public worship 
 
Support/Supervision/Training/Evaluation 
Appointed by Pastor  
Responsible to and reports directly to Pastor. 
Supported by Pastor, Wardens, Council, Congregation 
Training: Annual volunteer (leadership) training sessions 
Evaluation:  Informal feedback will be provided by Coordinator as required. 
 
Reimbursement: (Check one of the boxes below) 
■ This is a non-salaried position.     
Benefits: (What satisfaction might a person get from this job?) 

 Hospitality Ministry is a vital part of our church 

 Knowing that you’ve served on the frontlines of welcoming newcomers and regular attendees to the church; 
using your gifts to serve God and others. Serving as a greeter is an excellent way to meet new friends and to 
set the tone for their worship experience. 

 An opportunity to use personal gifts of time, treasure, or talent in service of our church, our parish and our 
community. 
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Altar Guild  
 
WHAT? The Altar Guild maintains the linens, glassware, metal ware, hangings and consumables associated 
with the church’s worship.  They set out the appropriate items for regular services as well as occasional 
use items such as a Christmas crèche or funeral pall.   
 
WHY?    Anglican liturgy requires items such as named above to be clean, in good repair, and available at 
the appropriate times. 
 
WHO?  Volunteers from the congregation, with a Head of the Altar Guild who determines procedures. 
 
WHERE? The church vestries 
 
WHEN? Just before or after liturgy, mornings, or when there is no one else in the church.   
 
HOW?  The work involves some lifting, some reaching overhead or below.  Members may make frequent 
trips up the sanctuary steps or around the lecterns, carrying objects.  Washing and cleaning is as for 
domestic items.  Metal ware is polished occasionally, by hand.    There is a detailed Altar Guild Manual in 
plain view in the vestry.  
Special factors to consider:   Two special factors:  Altar Guild members may on occasion be alone in the 
church; and, members make frequent trips from the vestry to the sanctuary carrying items.  Some items 
may be heavy or awkward. 
 
Risks to Participants:   Falling on steps; dropping items on feet.  Injury from improper use of cleaning 
products or practices. also, risks associated with coming alone to the church.  
Risks to Leaders/Helpers:  Leaders/helpers are the participants in this program. 
Risks to Parish:  Improper handling or storage of vessels and consumables could result in contaminated 
Holy Communion elements.     Theft or loss of valuable objects, e.g.  silver or gold communion ware. 
 

Risks Safer Church Measures to Consider 

Falling on steps Carpeting kept secure; step edges marked where this is possible; 
ensure lighting is adequate.  Do not hurry. 

Dropping heavy items such as 
candlesticks or vases. 
 

Minimize the number of times such items need to be moved.  
Procedural requirement for two people to move some items. 
Replace extremely heavy items with lighter ones. 
Store heavy items down low and lighter ones up high. 
Ensure step-ups or ladders are available and in good repair. 

Coming alone to the church As described under Building:  lighting, security alarms.  As much 
as possible, members work in pairs or when others are in the 
church. 

Cleaning  Use only normal household products, obey label instructions. 
Ironing board must be stable. 

Risks Safer Church Measures to Consider 

Contamination Put out only clean linens and vessels for services. 
Follow cleaning procedures in the manual or on labels. 
Store bread and wine at the proper temperatures, sealed. 
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Theft Avoid using persons with a prior history of theft. 
Work in pairs when possible. 
Mark objects with ID when possible. 
Keep vestry closet door locked when not in use. 
Keep the key locations on a need-to-know basis. 
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Nursing Home & Hospital Visiting 
 
WHAT?   People visit members of the parish who reside in nursing homes or have been admitted to 
hospital. 
 
WHY?  Visits help to serve the spiritual needs of parishioners who are residents in nursing homes or 
patients in hospital. 
 
WHO?   The Rectory, Associate Priest and selected church parishioners.   
 
WHERE?  In residents’ rooms or in a common area within the nursing home.  In hospital rooms 
 
WHEN?  As needed or on an occasional or regular rotation 
 
HOW?  Identify the inherent and foreseeable risks in the Program Special factors to consider: 
Residents/patients are in a weakened and vulnerable condition.   Residents/patients may be disoriented 
or confused. 
 
Risks to Participants (people being visited): 

 Abuse (physical, emotional, verbal, sexual) 

 Theft of personal property 

 Intimidation 

 Emotional trauma 

 Microbial exposure and contamination 

Risks to Leaders/Helpers (Visitors): 
 Accusation of inappropriate behavior 

 Microbial exposure and contamination 

 Abuse 
Risks to Parish:  Harm to reputation if inappropriate behavior occurs.  Legal liability 
 

Risks Safer Church Measures to Consider 

Abuse, theft, intimidation Police Vulnerable Sector check for all visitors representing the 
parish 
Maintain proper boundaries. 
Check with staff before making contact with resident/patient.  

Microbial exposure and 
contamination 

Learn and adhere to patient safety protocols. 
Hand washing before and after visit, and during if necessary 

Harm to parish reputation Only visitors designated by the parish to visit on behalf of the 
parish 
Specific requests of resident/patient should be relayed to staff. 
Police Vulnerable Sector check for all visitors representing the 
parish 
Respect and maintain resident’s/patient’s confidentiality. 
Wear and display hospital-issued I.D. 
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Baptism Preparation 
 
WHAT? There is intentional preparation for Baptism for each child or adult presenting for Baptism and 
this program is in place for every candidate. 
 
WHY? Diocesan Guidelines require that candidates for Holy Baptism have a formal preparation time.  If 
the person being presented is not the age of majority, then the parents/guardians are to have a time of 
formal preparation. The programme attempts to raise and enrich participant’s level of education.  The 
program includes exploration of covenants, knowledge of the sacraments, prayer, the discipline of living 
a Christ- like life and some time spent on Anglican Identity (recognizing some parents come from other 
denominational traditions). 
 
WHO? The programme is for candidates, parents of candidates under the age of majority and godparents 
(should they be local and wish to attend).  
 
WHERE? The classes usually take place in the Rectory office. 
 
WHEN? There is one times when the facilitator meets with the families, for 1 ½ hours at the time 
appointed.   
HOW? The sessions are conducted in the form of adult education using Baptism materials used 
throughout the Anglican Communion. 
 
Inherent and foreseeable risks in the Program 
Special factors to consider: One factor is that there are times when children may be present due to the 
child being the candidate or that parents have other children who are in need of child care.  Also, most 
participants of the program come willingly, but occasionally some participate under duress (pressure from 
family and parish requirements).  
 
Risks to Participants: Where children may be present there are risks associated with adult-child relations.  
Difficult memories and emotions elicited by readings and discussion.  Spiritual harm due to 
misunderstanding the session readings and discussion.  Travel within the church.  
 
Risks to Leaders/Helpers: Allegations or reports of abuse or wrongdoing. Travel within the church 
Risks to Parish: Allegations or reports of abuse or wrongdoing.   If the leader does not understand the 
program material and its implications, the reputation of the parish might be harmed. 

Risks Safer Church Measures to Consider 

One facilitator for any session Make sure that doors remain open for other folks to come and go, 
have at least more than two adults present at all times. 

Child-Adult Relations Require parents to attend to the needs of children who are 
present before, during and after the time of the program  

Physical injury Ensure grounds and library are safe, and uncluttered. 
Cancel in case of snowstorm. 

Spiritual harm Ensure the leader is knowledgeable, committed to the program 
and is well-grounded in her/his faith.  

Emotional harm Provide emotional support and comfort as needed without 
judging. 

Travel Within Church Refer to Safe Building Document 
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Christmas Outreach 
 
WHAT? Christmas Gift boxes are prepared and delivered to parishioners who are shut in and unable to 
attend church services. Items for the boxes are purchased or made by members of the Guild. 
 
WHY? There are several people who are unable to attend Parish services or other functions. This is a good 
way in which to reach out to them in a practical and sociable way 
 
WHO?  Volunteers from the church working Guilds and others who may also volunteer. 
 
WHERE?  Boxes are made up in at the church hall and delivered to the homes of the recipients. 
 
WHEN? A week or so before Christmas 
 
HOW? Members fill the boxes watchful of the suitability of content for each recipient. Three members go 
door rot door delivering the boxes. 
 
Identify the inherent and foreseeable risks in the Program 
Special factors to consider: Suitability of contents of gift boxes for each recipient. Driving involved in 
assembling appropriate gifts and in filling the boxes. Recipient may not be home to accept gift. Edible gifts 
to be hygienic and free of contamination 
 
Risks to Recipients: Boxes may include items not wanted or desired by the recipient. 
 
Risks to Leaders/Helpers: Concern over appropriateness of each gift box and its contents. Fear of missing 
someone who is eligible for a gift box. Falls or other accidents in doing this work. 
 
Risks to Parish: Omission of one or more who rightly should receive a gift box.  Theft of gifts and gift boxes 
  

Risks SafeR Church Measures to consider 

Box content not matched to recipient Reliable knowledge of likes, dislikes and allergies of 
recipients. 

Accidents Careful driving and walking. Watch your step. 

Recipient not home Check prior to delivery 

Contamination Ensure food is fresh and be aware of allergies to food 

Theft Ensure items are stored in a safe secure location 
behind locked doors. 
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Eucharistic Minister    
 
WHAT? Eucharistic Ministers assist in administering Holy Communion during liturgies or home visits; some 
make home visits on their own, to offer Holy Communion to shut-ins.  Some home visits may also take the 
character of a Lay Pastoral Visit (see separate Audit). 
 
WHY?   For the orderly and expeditious provision of the Sacrament to the people. 
 
WHO?  Volunteers from the congregation.  According to Bishop’s Guideline 1.1.4, they must be regular 
communicant members of the parish, at least 16 years of age, sincere in practicing their faith, approved 
by Parish Council, and licensed by the Bishop of the Diocese.   A steady hand is needed. 
 
WHERE?   In church; may also function in nursing homes or hospitals or private homes. 
 
WHEN?   During services, or at times arranged for home or hospital visits.   
 
HOW?   Receive consecrated elements from the priest or reserved sacrament, and offer to worshippers 
in the manner taught and as described in Bishop’s Guideline 1.1.4. 
 
Special factors to consider:   After the H1N1 Influenza outbreak of 2009, sacramental churches sought 
research advice concerning the safety of methods of administering bread and wine, particularly intinction.    
In this Diocese, four documents are available on the Diocesan website:  Various Communications on 
Intinction; Memo re Safe Practices at the Eucharist – 29 Apr09; Risk of Infection brochure 1Aug09; Bishop 
Moxley’s Memo on H1N1 Influenza Nov2-09. 
 
Risks to Recipients:  Risks of infection as described in the documents noted above.  There may be some 
risk of damage to teeth from inexpert technique or an unsteady hand from the Eucharistic Minister, or 
from unexpected movement of the parishioner. 
 
Risks to Eucharistic Ministers:  Falling in the sanctuary; personal safety during solo home visits; personal 
safety during nursing home visits where persons with aggressive dementias are present. 
 
Risks to Parish:  Risks of infection as described in the documents noted above, possibly leading to pastoral 
care needs which may be difficult to meet, or to loss of reputation or participation in liturgy as a result of 
actual illness or perceived lack of safety or diligence. 
 

Risks 
 

Safer Church Measures to Consider 

Infection - Eucharistic Ministers read and understand the documents 
named above under “Special Factors.”  Understand and follow the 
practice taught in the parish.   
- Eucharistic Ministers must have the freedom to decline to 
participate if directed to act contrary to Diocesan guidelines.  
- Recipients, including guests at Sunday liturgy, need to be 
informed of the parish’s practice re infection risk management. 
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- If the parish’s practice involves hand cleaners, supplies must be 
maintained, made available, and identified to all recipients. 
- Eucharistic Ministers are responsible for making every 
reasonable effort to ensure their own hands are cleaned and that 
to the best of their knowledge they are not in the infectious stage 
of any ailment. 

Chipping teeth - Training will include hands-on practice with the chalice, under 
observation for steadiness and accuracy. 
- Persons with unsteady hands or inadequate hand-eye 
coordination are not able to do this ministry safely.  Clergy or 
senior Eucharistic Minister should keep an eye out for changes. 

Falling on steps Carpeting kept secure; step edges marked where this is possible; 
ensure lighting is adequate.  Do not hurry. 

Personal safety during home visits Visit in pairs if possible; Eucharistic Ministers must have the 
freedom to decline to make a visit or to end the visit if they discern 
that the risk is not acceptable to them.   

Personal safety around persons 
with aggressive dementias 
 
 
 

Seek and follow advice from nursing staff.   
Eucharistic Ministers must have the freedom to decline to make a 
visit or to end the visit if they discern that the risk is not acceptable 
to them. 
 

For home or hospital visits that are 
also Lay Pastoral Visits 
 
 
 

See Program Audit for Lay Pastoral Visiting 
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Food Bank  
 
WHAT:  The Parish of Seaforth volunteers at our local foodbank on Marine Drive.  There are basic food 
items with a majority of canned goods but also packaged dry goods, fruit, vegetables and bread 
 
WHY: A need for this Program was identified by many requests for assistance and a wish of the Church to 
provide basic food needs to the local community. 
 
WHO: The Food Bank is run by the Food Bank Administrator.  Youth members of the youth group assist 
along with adult supervision (The Rectory, or guardian of child).  From time to time, adults volunteer their 
time.   
 
WHERE: The Food Bank is operated from 6 Pearson Dr, East Chezzetcook, NS.  Cold storage is provided by 
a refrigerator in the kitchen and a freezer. 
 
WHEN: The Food Bank receives its main shipment from Feed N.S. each week. Volunteers work Sunday 
afternoons from 2-3pm the first Sunday of the month.   
 
HOW: Donations from parishioners and other Churches are received in shopping bags. 
 
RISK ASSESSMENT- SPECIAL FACTORS 

 Client Profile     Many of the clients live in difficult economic and domestic circumstances. 

 Heavy Boxes    Volunteers are often seniors who may be challenged working around large trucks and lifting 
heavy boxes. 

 Surplus Food      Some of the donated food is from grocery stores with the best before date either near or 
expired. 

 
RISK ASSESSMENT—PARTICIPANTS: 

 Client Transportation       Clients often must rely on friends, taxies or public transportation to get to the food 
bank to take home heavy shopping bags. 

 Date Sensitive Food.         Clients may store food that should be used in a short period of time. 

 
RISK TO LEADERS –HELPERS. 

 Volunteers must travel to the Church in difficult weather. 

 Volunteers may be injured lifting heavy boxes. 

 Volunteers may be stressed due to confrontation with difficult clients. 

 Volunteers may be subject to personal loss due to damage to clothing or loss of valuables. 

 
RISK TO PARISH 

 Loss of reputation, credibility, support as the result of harm coming to a client or volunteer. 

 Legal liability and financial loss as the result of being found legally liable  

 for the actions taken on its behalf.   
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Discretionary Fund 
 
WHAT? A Discretionary or Needy Fund is an outreach ministry undertaken by the parish (often devolved 
as a direct responsibility to either the Rector or a duly selected group in the parish) to provide immediate, 
short-term pastoral support.  This is provided in many forms, e.g. bill payments, grocery cards, basic 
foodstuffs (potato, onion, carrot), etc. 
 
WHY? The Scriptural commandment to love our neighbour as ourselves (Lev 19.18, Mt 22.39, Mk 12.31, 
Lk 10.27) is illustrated in Christ’s criteria for the parting of sheep and goats (Mt 25.31-46).  Though some 
dimensions of this are accomplished ably by structured Outreach programs, the punctuated and emergent 
nature of some pastoral crises can be best addressed in a confidential, one-on-one sense.  Very often the 
pastoral response emerges from a personal request for help and, because particular individuals (and the 
funds allocated thereto in a parish budget) must be distinguished from program and group centered 
outreach initiatives, this requires a separate program and individualized approach. 
 
WHO? Leadership and immediate contact should be handled by either the Rector (or other Incumbent) 
or a person specially delegated to the ministry and suitably accredited and cleared both by internal 
discernment (a motion of Parish Council?) and by holding valid Criminal Record and Vulnerable Sector 
checks, supported with appropriate and available training.  An advisory group, which provides support 
and feedback as needed, forms an important element of this ministry.  The compassion demanded of the 
contact person is aided by the necessarily more detached advisory group, with whom confidential 
information is not shared, only the nature of the situation at issue. 
 
WHERE? Contact may occur in a variety of ways: face to face encounter; telephone; email; at second hand, 
e.g. via a friend or advocate; etc.  It is sometimes necessary to travel to the person requesting help during 
the course of the pastoral engagement.  
 

 So, too, it is important to be aware of potential risks when travelling to unfamiliar areas and take the necessary 
precautions, such as: 

 Advising others of the trip;  

 When possible, travelling with a companion in this ministry;  

 If at all possible, arranging to meet in a public place (for this purpose, even a coffee shop amounts to ‘public’ 
space) where there are other people; 

 Remembering to protect one’s personal information – we are there as individuals and also as members of the 
Church; it is legitimate to give the Church’s phone number or email address at request rather than one’s own.  
In the case of Rectors or parish officers who list their phone numbers and email addresses, this point is moot. 

 Avoiding cash.  It is, for instance, possible to be authorized to make payments on another person’s behalf, 
usually by having them contact the creditor in question and authorize either a person or the parish to make 
payments on their behalf.  Other routes away from cash include gift certificates; grocery cards; provision of 
small basic foodstuffs (a bag of potatoes, a bag of onions, one of carrots); agreeing as a ministry team on a 
general total value of help to be given per request, subject to discussion of the circumstances in a given case. 

 Do not promise to render assistance the same day.  One of the cornerstones of many ruses is urgency, and 
though many real situations are quite urgent, becoming motivated by this urgency may be a sign to step back 
and reconsider one’s approach. 

 
WHEN? Again, given the emergent nature of these pastoral calls, they may occur at any time.  
Nevertheless, it is anecdotally true that holiday times (particularly Christmas, Easter) coincide with a rise 
in requests for assistance.  Budgeting for increased volume of requests at peak times, perhaps supported 
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by increased communication and reinforced organization at the Regional level, can help to more 
effectively meet needs at all times of year and to lessen the pressure of the peak times. 
 
HOW? The initial critical risk in this ministry is being fooled by a fraudulent request.  In many cases, 
requests for further information which can corroborate the veracity of the request (e.g., landlord’s name 
and number; account number and name of any other persons on the account) can help deter fraudulent 
requests.  The advisory group mentioned above is important in this respect; at the critical moment in 
which the Leader/contact person is uncertain of a given request (a matter sometimes reducible only to 
intuition or instinct), the advisory group can offer suggestion or insight as to how to ascertain more 
certainly the truth or falsity of a request, help to think through the problem or even simply be a sounding 
board, giving time for reflection. 
 
Identify the inherent and foreseeable risks in the Program 
Special factors to consider: The confidentiality of those making pastoral requests must be maintained.  
This means that some information will stay with the contact person/Leader alone, some with the advisory 
group as well.  This involves discernment and discretion as well as good communication to foster and 
maintain healthy judgment in these cases.  Here, as in many pastoral contexts, we must be “wise as 
serpents and innocent as doves” (Mt 10.16). 
 
Risks to Participants: Few. Participants (understood here to be those requesting assistance) self-identify, 
are assured of confidentiality and are benefitted by the measures outlined above under ‘Where?’  
Provided that the contact person and their companion (when available) have been properly accredited 
and assessed by the parish and by extra parochial bodies (such as the Police service in performing Criminal 
Record Background checks, etc.) to the reasonable satisfaction of all parties. 
Risks to Leaders/Helpers: while there are some inherent risks to the contact person and his/her 
companion in terms of personal contact with the person(s) requesting assistance, these can be mitigated 
using a number of the suggestions outlined under ‘Where?’ and by debriefing with the advisory group at 
regular intervals. 
 
Risks to Parish: there is some financial risk in terms of the danger of being fooled by fraudulent requests.  
Good communication among members of this ministry, accurate initial assessment of requests (e.g., 
obtaining sufficient information to verify the request) and careful, courteous and alert engagement will 
reasonably and normally manage these risks. 
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Scripture Reader  
 
WHAT? Readers or Lectors read scripture lessons during liturgy. 
 
WHY?    Anglican liturgy calls for some scripture to be proclaimed by the laity. 
 
WHO?  Volunteers from the congregation. 
 
WHERE? In church from a lectern, or from the pew if in the small chapel. 
 
WHEN? During services.   
 
HOW?  When scheduled, walk to lectern from pew (up chancel steps), read words on page.  
 
Special factors to consider:   none 
Risks to Participants:   Falling on steps.  
Risks to Leaders/Helpers:  Leaders/helpers are the participants in this program. 
Risks to Parish:  Scripture might not be audible or be mis-read, but that is risk to the soul, not the body.        
In a bizarre moment, a reader might use the public platform to say something insulting or abusive to the 
congregation or individuals within it. 
 

Risks Safer Church Measures to Consider 

 
Falling on steps 

 
Carpeting kept secure; step edges marked where this is possible; 
ensure lighting is adequate.  Do not hurry. 

 
Inappropriate words said 

 
Choose readers of known good character.  If a scheduled reader 
seems agitated, Head Lector or Priest should consult with them. 
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Youth Group Assistant  
 
Primary Function:  Christian education is a key building block for lifelong faith.  The Parish of Seaforth 
recognizes the importance of providing our adolescents and young adults with knowledge of and 
experience with Christian traditions as well as providing programs that will support and guide them in 
their journey with Christ. We are committed to building a vibrant ministry among our adolescents and 
young adults that encourages them to experience and articulate God’s presence and action in their lives 
and to contribute to the fulfilling of the Mission of the Parish 
 
Scope of Responsibilities:    
Under the direction of the Pastor, the Youth Ministry Leader(s) promotes an atmosphere which integrates 
and celebrates the presence and contribution of adolescents and young adults; and offers pastoral 
support to this population. 
 
Goals & Objectives: 
To provide an effective Youth Ministry program, ensuring that the educational and spiritual needs of 
adolescents and young adults are met. 
To work with Church Leadership in the recruitment and assignment of youth ministry helpers, and to 
provide training, support, encouragement and materials to helpers. 
To oversee the coordination and implementation of the youth ministry programs. 
To encourage and facilitate the care and involvement of adolescents and young adults in Parish life.  
 
Specific Responsibilities and Tasks/Requirements:  
To anticipate and plan for youth ministry teaching needs (ie to plan for September in the spring), and to 
work with clergy and Church leadership to ensure that helpers are recruited for all programs/events. 
Give primary leadership to organizing and leading a regular hands-on outreach or missions project for 
adolescents involved in Parish of Seaforth Youth Programs such as Christmas Coffee House; 
To facilitate youth programs that promote involvement in the regular worship life of the Parish. 
Establish and offer primary leadership to parish-sponsored outreach events and activities for youth and 
young adults in the Parish and area communities such as Youth Alpha or Teens Encounter Christ; 
To budget for and maintain financial records of all income and expenses related to youth programs,  
To monitor the effectiveness of the chosen curriculum or events, seeking out alternatives if required. 
To ensure that the curriculum and teaching materials are ordered. 
To encourage among adolescents and young adults the growth of a responsible social conscience rooted 
in Christian faith. 
To report regularly to the Pastoral Care Committee meetings on the needs and work of the Youth Ministry 
Program. 
To communicate regularly with Church families about upcoming Youth Ministry events. 
Participate or offer leadership as required, in regional or national youth events and activities as sponsored 
by the Diocese of Nova Scotia and PEI. 
 
Level of Risk:  LOW □  MEDIUM   □       HIGH   ■ 
To Church: 
Potential risk of damaged reputation through abuse or negligence 
Potential risk of misuse of funds through fraud or embezzlement 
To Self: 
The individual has on-going, intensive or lone interactions with vulnerable people; 
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The individual has access to money, privileged information or confidential records 
Ways of Reducing Risks: 
Church guidelines on Financial Accountability 
Incumbent (team) has received training and/or orientation in regards to the Parish Screening Policy. 
Submit a current Police Record Check with Vulnerable Sector search, obtained in the last 24 months. This 
must be renewed every 5 years. 
Annual volunteer (leadership) training sessions 
Education session with Parish guidelines on working with children and youth. (Care2Screen materials)  
Sign and embrace The Parish Covenant of Holy Manners and the Parish Covenant of Care.   
 
Skill Set: 
Leadership and ability to communicate in a clear and effective manner when dealing with adults and 
children 
Demonstrates a personal commitment to Jesus Christ, and maintains a manner of life that sets a 
wholesome Christian example. 
An attitude of excellence in every aspect of responsibilities. 
Ability to work with and enjoyment of children. 
Understanding the need for and ability to maintain confidence. 
 
Term of Office/Time Commitment: 
Term of Office:  □ Open term, at discretion of the Leader and Pastor  
Time Commitment:   
Regular attendance at public worship 
1 hour - initial discussion with outgoing incumbent;  
1 hour every week and additional time for special events or projects 
 
Support/Supervision/Training/Evaluation 
 
Appointed by Pastor  
Responsible to and reports directly to Pastor. 
Supported by Pastor, Wardens, Council, (Congregation) 
Training: Annual volunteer (leadership) training sessions 
Evaluation:  Informal feedback will be provided by the Pastor 
 
Reimbursement: (Check one of the boxes below) 
 
■ This is a non-salaried position.     
□This is a salaried position.  Salary as determined by Church Council. 
 
Benefits: (What satisfaction might a person get from this job?) 
An opportunity to use personal gifts of time, treasure, or talent in service of our church, our parish and 
our community. 
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Sunday School Teacher  
 
Primary Function:  To ensure that the children who attend the church are introduced to the teachings of 
Christ in a safe, friendly, and welcoming environment where children can know the love of God and be 
spiritually nurtured through caring relationships within the Anglican community and enjoyable learning 
experiences. 
 
Scope of Responsibilities:    
The Teacher holds the responsibility for the implementation of Sunday School on behalf of the Church.   
 
Specific Responsibilities and Tasks/Requirements: 
Plan and prepare lessons based on the predetermined curriculum approved by the Rector 
Select creative quality activities that relate scripture lessons to life situations faced by the students and 
ensure that activities are suited to the age group and interests; 
Lead children in procession to and from Sunday School as required; 
Conduct lessons and supervise a group of children during scheduled Sunday School periods 
Ensure an appropriate classroom set up and return the room to its previous form after class; 
May require preparing a snack for the children; 
Assist/lead group activities (e.g. Christmas pageants, picnics and other special events) 
Attend Sunday School meetings and training; 
Coordinate requests for supplies with Rector 
Track and review attendance 
Follow protocols and procedures (e.g. emergency exit measures, first aid) 
Guide and encourage youth helpers. 
 
Level of Risk:  LOW □  MEDIUM   □       HIGH   ■ 
To Church: 
Potential risk of damaged reputation through abuse or negligence 
Potential risk of misuse of funds through fraud or embezzlement 
 
To Self: 
The individual has on-going, intensive or lone interactions with vulnerable people; 
The individual has access to money, privileged information or confidential records 
 
Ways of Reducing Risks: 
Fire Drills  
Incumbent (team) has received training and/or orientation in regards to the Parish Screening Policy. 
Submit a current Police Record Check with Vulnerable Sector search, obtained in the last 24 months. This 
must be renewed every 5 years. 
Annual volunteer (leadership) training sessions 
Education session with Parish guidelines on working with children and youth. (Care2Screen materials)  
Sign and embrace The Parish Covenant of Holy Manners and the Parish Covenant of Care.   
 
Skill Set: 
Leadership and ability to communicate in a clear and effective manner when dealing with adults and 
children 
Organized approach with ability to work with others. 
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An attitude of excellence in every aspect of responsibilities. 
Ability to work with and enjoyment of children. 
Understanding the need for and ability to maintain confidence. 
 
Term of Office/Time Commitment: 
Term of Office:  □ Open term, at discretion of the Teacher and Pastor  
Time Commitment:   
Regular attendance at public worship 

 1 hour - initial discussion with outgoing incumbent;  

 2-3 hours every week with additional time for special events or projects. 

 Number of teaching Sundays negotiable with the Rector 

 
Support/Supervision/Training/Evaluation 

 Appointed by Pastor with approval of Spiritual Development Committee. 

 Responsible to and reports directly to the Pastor  

 Supported by Pastor, Wardens, Council, (Congregation) 

 Training: Annual volunteer (leadership) training sessions 

 Evaluation:  Informal feedback will be provided by Rector when required. 

 
Reimbursement: (Check one of the boxes below) 
■ This is a non-salaried position.     
□ This is a salaried position.  Salary as determined by Church Council. 
 
 
Benefits: (What satisfaction might a person get from this job?) 
An opportunity to use personal gifts of time, treasure, or talent in service of our church, our parish and 
our community. 
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Primates World Relief and Development Fund (PWRDF) 
 
What is PWRDF  
PWRDF is an outreach program of the Anglican Church of Canada for sustainable development, relief, 
refugees, and global justice. 
 
Why does it exist 
Their mission statement states that “As an instrument of faith, PWRDF connects Anglicans in Canada to 
communities around the world in dynamic partnerships to advance development, to respond to 
emergencies, to assist refugees, and to act for positive change.” 
 
Who 
It involves every Anglican across Canada, apart from the Board and Staff, all are volunteers who work to 
fulfill the needs of the organization in various ways at the Parish level. 
This is achieved by donations from the parishes or from individual donations from parishioners, which are 
forwarded to PWRDF through the Parish treasurer or a designated representative. 
 
Inherent Risks to the Program  
On a national level a future increase in administrative costs may lessen funds available for future programs 
 
Inherent risk to the Parish 
On a Parish level the misuse or misdirection of the funds donated for the program by someone involved 
 
Safer Church Measures to address the risks 
Annual parish audits 
Monitoring PWRDF reports. 
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Vacation Bible School 
 
What? –  Vacation Bible School 
 
Why? - Outreach to young people who may or may not have any contact with organized religion 
 
Who? – Young persons (ages 4-12) throughout the parish area, regardless of religious affiliation or lack 
thereof. 
 
Where?  - Fellowship Baptist Church, Porter’s Lake, NS 
 
When? – One week duration, TBD.   
 
How? – Parents drop off young persons at the church each morning and pick up again at noon. Volunteer 
staff provide a structured, daily program of music, Bible stories, exercise, games, snacks, etc., fostering 
fellowship, making new friends and learning and learning some Bible knowledge, especially about Jesus 
Christ. 
Inherent and foreseeable risks in the program? 

 Volunteers are in close proximity to the young, but never 1 on 1. Usually young are in a group and with 2 or 
more leaders. 

 Volunteers are to possess a current, police record che4ck, and vulnerable persons’ record check. 

 Some participants may have food allergies, etc., and may be too young to really know or explain to staff. 

 Always some risk of injury when any active games are being played.  Staff must have all contact information 
for participants so respective parent, guardian, can be contacted immediately if illness and/or injury occurs. 
First aid, etc., knowledge for volunteers would be a great asset. 

 Possible risk of injury and or bullying between participants. This must be foremost in the minds of staff to do 
utmost to eliminate such behavior. 

 Cleanliness of kitchen and kitchen staff of utmost importance. Also knowledge of safe food handling practice, 
would be a great asset. 

Risks in Program: 
 Possible injury at game time, craft time, snacks, etc. 

 Possible abuse by volunteers and or other participants. 

 Risks to Parish: 

 Loss of reputation. 

 Possible financial suit. 

 Possible civil suit. 

 Risks to Leaders and Helpers: 

 Possible physical injury at game time or any time. 

 Possible civil suit. 

 Recommendations: 

 Leader (Pastor, Rector, or other) should do utmost to ensure each volunteer leader has current Police Record 
Check, and Vulnerable Persons Registry Check. 

 Leaders understand what they will be doing and know how to do it. 

 Kitchen staff be conversant with safe handling of food procedures, and aware of any food allergies, etc., that 
participants might have. 

 Staff inspect the whole area where participant is, to minimize risks of tripping, slipping, etc. 
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Printed Materials  
 
What: Newsletters, brochures, minutes, bulletins, financial statements, Calendars 
Text materials relating to the governance and ministry of the church. 
 
Why: dissemination. 
 
When: Various times. 
 
Who: Rector 
 
How: within + without (ads, etc.) Many modes: mail, email, Community Boards, Newspaper. 
 
Foreseeable Risks: 
To Parish: 
1- False info 
2- misrepresentation 
3-Copyright 
4- Privacy considerations, opting out 
 
To participants: 
1-liability of writers for false, erroneous, or misleading info. 
2- Credibility. 
 
Measures: 
Up to date & thorough information. 
Image permissions/media releases, Copyright 
Authorization Procedure, consistent aesthetic for materials 
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Parish Facebook and Website  
 
WHAT?  Facebook and the website is an on-line social networking service which permits us to share, in a 
broad way, news of parish life and to communicate information about up-coming services, events and 
activities. It also provides a platform to highlight parish and diocesan information, and to draw attention 
to local and global concerns. 
 
WHY? We use our Facebook page and website primarily to keep in touch with local parishioners and to 
promote parish activities and events to the wider community. It is also a vehicle to share news of our 
parish with family members living elsewhere and parishioners who have moved away.  
 
We are aware that people are increasingly using social media, such as Facebook, to learn what a parish 
may have to offer before venturing out to see in person. A current Facebook page provides an opportunity 
to share our faith with those who visit our page.  
 
WHO? At present the Rector.  There is one page administrators who is the only person\ permitted to post 
items (photographs and stories) on the page. They are also able to remove items that are posted by others 
without their permission. 
 
WHERE? https://www.facebook.com/pages/Anglican-Parish-of-Seaforth/119649741430485,   
www.parishofseaforth.ca 
 
WHEN? In order to keep the page current, we up-date it often with photos and stories.  
 
HOW? Up-dating can be done from anywhere there is wireless access. 
 
Identify the inherent and foreseeable risks in the Program 
 
Special factors to consider: We use our Facebook and website page to share stories of our faith with 
others. We make use of Facebook’s security measures to block others from making posts to our page, and 
from identifying individuals by name or by adding other personal information. 
 
Risks to Participants: Because of the nature of Facebook and the internet, people indicate they “like” a 
photo or story by clicking on it. Sometimes people comment on a post and identifyy someone they 
recognize in a photo or sharee personal information that identifies the person. This could compromise 
their anonymity. 
 
Risks to Leaders/Helpers: none.   
 
Risks to Parish: identifying information about items in the church building could potentially lead to break–
ins or damage to property. 
 

Risks Safer Church Measures to Consider 

Being identified, personal 
information shared 

Private information, such as names, ages or addresses of people 
in photographs, will not be posted or published. If such 
information appears in the “comments” posted by others, we will 
delete the information. 

https://www.facebook.com/pages/Anglican-Parish-of-Seaforth/119649741430485
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Unwanted comments or posts by 
others 

The page Administrators monitor the page regularly. Any 
unauthorized comments will be removed and further posts by 
others will be blocked. 
 

An individual may not want their 
photo posted 

A signed permission is solicited from each parishioner and kept on 
file. A picture or story will not be posted without a signed 
permission slip. (see sample below) 
 

Concerns regarding theft of or 
damage to items or property seen 
on-line 

Items of value are not featured in photographs. 

 
SAMPLE: 
(Name and Address of Church) 
Image-use Permission:     
By signing below, I understand that pictures/video may be taken of me during Church activities. I 
understand that pictures/video will be used for church purposes, which may include the parish newsletter, 
(name of Church) Facebook page, the parish calendar or power point presentations, and may be included 
in the local or Diocesan (church) newspaper. My name, age, address or any other identifying information 
will not be included in any of the above forms of communication without my specific permission. 
 
 
 
__________________________________      ____________________________                           
(name)       (date) 
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Catering/Food Preparation and Service 
 
WHAT?  The preparation and serving of food in the church hall is an integral part of many church related 
activities.  Additionally, the church hall and kitchen facilities are on occasion, rented to outside groups.   
 
WHY? “Breaking bread together” is a tradition that goes back to the beginnings of time and was an 
important part of the ministry of Jesus.  Food is a means of bringing people together, is part of celebrations 
and provides comfort in times of sadness. It nourishes the body and soul and is an important and integral 
part of many church functions. Food may be prepared and/or served as a normal part of a church meeting 
or regularly scheduled activity, as a pot luck or parish meal, as a fundraising event (meals and bake sales), 
as a reception following a funeral or other special gatherings, or be part of a private function rental.  
 
WHO?  Food may be prepared and/or served by parishioners to other parishioners, or to parish visitors.  
In a rental situation, food may be prepared and/or served by persons and to persons who are not 
necessarily members of the parish, nor familiar with the facilities. 
 
WHERE?  Food is usually prepared and readied for serving in the kitchen and then eaten in the hall area 
next to the kitchen, or occasionally, outside on the church grounds for a barbeque or church summer 
camp. 
 
WHEN?  Food preparation and/or service activity can take place at any time throughout the week.   
   
HOW?  Food is often prepared off-site by various parishioners or caterers, brought to the church kitchen 
and served. It may also be fully prepared in the church kitchen. Food sold as part of a fundraising bake 
sale is usually prepared off-site by parishioners. 
 
Inherent and foreseeable risks in the Program 
Special factors to consider: 

 The primary risk is unsafe food handling practices that could lead to food poisoning or food sensitivity/allergic 
reactions; 

 Many parishioners often contribute food prepared at home for a church function, increasing the opportunity 
of contamination through improper transportation and storage of food; 

 Injuries that could occur in the on-site use of knives and other food preparation utensils and equipment;  

 Burns that could occur in the on-site use of hot water, pots and surfaces. 

 *NS Food Safety Regulations exempts not-for-profit organizations from the Regulations when serving and 
preparing meals (for which people pay) no more than 6 times per year. This means that church kitchens do not 
have to be licensed (and thereby inspected yearly) if they hold no more than 6 fundraising meal events yearly.  

Risks to those consuming the food: 

 Food poisoning 

 Food sensitivity/allergic reactions 

Risks to those preparing and serving the food: 

 Physical injury during food preparation, service or clean-up activities 

Risks to Parish: 
 Legal liability and financial loss as the result of being found liable as the result of harm coming to anyone  

 consuming unsafe food served or sold as part of a church sanctioned function. 

 Possible loss of reputation, credibility and/or support as the result of harm coming to anyone consuming unsafe 
food served or sold as part of a church sanctioned function. 
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 Legal liability and financial loss as the result of being found legally liable for an injury occurring because of 
unsafe premises/kitchen equipment to an attendee, or to a caterer at an event where the parish facilities are 
rented for a private function.  

 

Risks Safer Church Measures to Consider 

Food Poisoning  Request a kitchen inspection by Department of Agriculture Food Safety 
officer in order to find out what, if anything, does not meet Regulations 
for a food establishment.  *Apparently inspections will be done free of 
charge to increase awareness re what constitutes safe food handling 
premises , even if there is no desire/need to have a licensed kitchen. 

 Establish protocol for regular “in-house” kitchen inspections and 
thorough cleaning 

 Organize Department of Agriculture 3 hour volunteer safe food 
handling course for those who utilize kitchen most frequently 

 Post safe food handling and storage procedures in kitchen  
(http://novascotia.ca/agri/documents/food-safety/volunteer-
foodservice.pdf) 

  

Food Sensitivity Ensure that items sold at bake tables are labelled with item’s 
ingredients and the name of the person who donated the item 

  

Unsafe kitchen 
premises & 
equipment 

Establish protocol for regular kitchen and equipment inspections 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://novascotia.ca/agri/documents/food-safety/volunteer-foodservice.pdf
http://novascotia.ca/agri/documents/food-safety/volunteer-foodservice.pdf
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Server and Acolyte Program  
 
WHAT? Assists in liturgy:  e.g.  carries processional cross or a processional candle during processions, lights 
and extinguishes altar candles, passes and receives items between the credence table and the clergy at 
the altar during Holy Communion. 
 
WHY?    Long-established roles in Anglican liturgy. 
 
WHO?  Volunteers from the congregation; may be youth or adults. 
 
WHERE? In the church. 
 
WHEN? Before, during and after services.   Training may take place at other times. 
 
HOW?  Various servers’ manuals give details of liturgical practice which range from very simple to very 
complex.  At St. Luke’s, the activity is simple and as described above.  
 
Special factors to consider:   the history of abuse of some young servers by some clergy in some places. 
Risks to Participants:   Falls, dropping things, use of matches or lighters for candles; improper conduct by 
adults in leadership roles. 
Risks to Leaders:    False accusations of improper conduct. 
Risks to Parish:       Culpability if improper or criminal behavior is ignored or enabled. 
 

Risks Safer Church Measures to Consider 

Dropping things Give persons’ items to carry which are suitable for their strength 
Provide training if there are preferred ways to carry large items 

Matches, lighters, candles Make available a suitable lighting tool for each situation. 
Set a minimum age or grade for lighting flames in the church. 
Size and hem vestments, especially sleeves, to minimize risk of 
loose cloth touching flame. 
Adult to monitor any child using or carrying flame. 

Improper conduct by adults 
towards children or vulnerable 
persons; or false accusations of 
the same. 

If training or other contact is to happen outside of public liturgy, 
schedule it for a time when others are in the church.  There must 
be at least one additional adult present at all times. 
Abide by the Diocesan Screening Policy  HR 2.1.23 
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Fundraising 
 
WHAT?  To oversee, organize and develop special events with a goal of raising funds and building 
community involvement to support the ministries of the Church of Saint Andrew.  This is accomplished by 
identifying roles and deadlines, recruiting trustworthy and dependable volunteers, organize and oversee 
the team and ensure that revenue and expenditures are tracked and records are maintained. 
 
WHO? The Fundraising Team will work to plan, develop, recruit volunteers and execute fundraisers 
throughout the year. 
 
WHERE?  In the church facility 
 
WHEN? Meetings are held on an as needed basis. 
 
HOW?  Identify a fund-raising opportunity and present it to Church Council for discussion/approval. If 
possible, provide a proposed timeline and estimated budget if expenses are involved.  
 
Identify the inherent and foreseeable risks in the Program 
Risks to Participants:  The risk to participants are those surrounding the physical location and food safety.   
 
Risks to Leaders/Helpers  
Leaders/Helpers are defined by the committee members.  The risk to the committee members involves 
having access to money, privileged information or confidential records 
 
Risks to Parish: The risk to the parish is the damage to the reputation through abuse or negligence and 
the risk of misuse of funds through fraud or embezzlement 
 

Risks Safer Church Measures to Consider 

Participate safety Ensure events are being held in a physically safe location and refer 
to the Building Use Procedure and Kitchen Procedures for the 
proper care of the building and food. 

Access to money  Ensure that there is an accounting of funds raised in accordance 
with the Cash Handling Procedures, provide a full accounting of all 
revenue and expense to the Church Treasurer and provide a final 
report on the event (including net revenue) to the Church Council 
within one month of the event. 
 

Abuse or negligence fraud and 
embezzlement 

Incumbent has received training and/or orientation in regards to 
the Parish Screening Policy. 
Submit a current Police Record Check with Vulnerable Sector 
search (if the event involves vulnerable people), obtained in the 
last 24 months. This must be renewed every 5 years. 
Develop an annual volunteer (leadership) training sessions 
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Covenant of Care:  
  
 

I promise, in all my relationships with children/youth/vulnerable adults, to follow 

appropriate action as defined by my training orientation; 

I promise to use only appropriate physical contact; 

I promise to use appropriate language; 

I promise to show no bias based on gender, ethnic background, skin colour, intelligence, 

age, relation, sexual orientation or socio-economic status; 

I promise that I will not harass others; 

I promise to respect confidentially and privacy, unless a child, youth or vulnerable 

adults is in danger, then I will report to the event leadership who will report to a child 

protection agency or the police. 

 

I have read the Diocese of NS and PEI Sexual Misconduct Policy 

http://www.nspeidiocese.ca/p_p_hr/2.1.17SexualMisconductPolicy.pdf  

 

 

Signature: ______________________________________________________ 

Date: ___________________________________________________________ 

 

 

 

 

 

 

http://www.nspeidiocese.ca/p_p_hr/2.1.17SexualMisconductPolicy.pdf
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Volunteer Application Form (Sample) 
 
This form can be obtained from the Rectory. 
 
Name: ________________________________________________      
 
Telephone number(s) where you can be reached: Home? Cell? Work? 
______________________________________________________________ 
 
Please indicate if you have a preference about when we call you? Weekdays only___  
Evenings during the week__ Weekends only___ No preference ___.  
 
Email Address:  ______________________________________________   
 

Emergency Contact Person: 
Name:  ______________________________________________  
Relationship to you (optional):  _______________________________________ 
Phone number(s) at which this person can be contacted – please include area code: 
___________________________________________________________________ 

 
How long have you been attending/been involved in our church/parish?  How have you been involved? 
_____________________________________________________________________________________
_____________________________________________________________________________________ 
  
Please list the church/parish ministry(ies) in which you would like to serve: 
_____________________________________________________________________________________ 
 

Note re Privacy of Information: The information collected on this form is for church/parish use only. It will not 
be shared with or sold to any groups or organizations, and it will be kept in our confidential files. 
 
Publication/Posting of Names/Photographs—Request for Consent: Please be aware that we occasionally 
publish/post the names and/or photographs of parish members, staff, clergy, volunteers, etc., in the Parish 
Bulletin, in mail-outs, on our website, etc.  
Do you consent to having your name and/or photograph published/posted as described here?  
Yes, I consent: (Signature)___________________________________ 
 
No, I do not consent: (Signature)________________________________ 
 

 
I certify that the information I have provided in this document (pages 1 and 2) is true and complete. 
 
Applicant’s Name (please print):  ______________________________________________ 
 
Applicant’s Signature:  _________________________________________________ 
 
Date:  __________________________________________________________________ 
 
Your Name: _________________________________________________________ 
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Volunteer Position Sought: _____________________________________________ 
 
Following is a list of the skills, qualities, characteristics, etc., that are needed in order to fulfill this 
position faithfully and competently: 
 
 
YOUR EXPERIENCE:  
Do you think you possess these skills, qualities, characteristics? Please tell us about your paid or 
volunteer work, education, or other life experiences as they relate to this position and these skills, 
qualities, characteristics?  
____________________________________________________________________________ 
____________________________________________________________________________ 
____________________________________________________________________________ 
REFERENCES: 
Please provide us with the names and contact information for __ references who can tell us about your 
suitability for this position (i.e., how your skills, qualities, characteristics match those required by this 
position, as identified above).  
 

Name of Reference Relationship to you (e.g., employer, 
former rector, etc.) 

Contact Information  

1. 
 

  

2. 
 

  

 
NOTE RE POSITIONS OF TRUST: 
If this is a Position of Trust as defined by our insurer, you would be required to obtain a Police Records 
Check that includes a Vulnerable Sector Check before you take up the position.  
 
Please note: We recognize that many people have “records” of some kind with local, regional, provincial, 
or national police services, and that this fact should not automatically disqualify an individual from a 
position. Each situation of this kind will be handled individually, and confidentially, and a decision made 
based on the nature of the position, including and of primary importance, whether it is a position of 
trust; the nature and degree of vulnerability of the people being served, the qualities, skills, attributes 
required to fulfill it, and the nature of the information identified in the report from the police. 
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Parish of Seaforth Child Abuse Incident Report Form 
 
This form is to be used in the event of an allegation, complaint, disclosure, report, or suspicion of child 
abuse. THE INFORMATION RECORDED ON THIS FORM IS CONFIDENTIAL. THIS FORM IS TO BE KEPT IN A 
SECURE LOCATION AND SHOULD ONLY BE AVAILABLE TO THOSE WHO NEED TO SEE IT IN ORDER TO 
PERFORM THE DUTIES OF THEIR POSITION.  
 
DATE: _________________________________   
NAME OF PERSON COMPLETING REPORT: _______________________________________________ 
POSITION (e.g., Sunday School Teacher): 
CONTACT INFORMATION:  
Phone Numbers (Home, Work, Cell) 
CHILD’S NAME: 
AGE:  
ADDRESS: 
PHONE NUMBER: 
What has prompted this report? When, where, under what circumstances was the allegation made or 
suspicion noted?  NOTE: DO NOT ASK A CHILD FOR DETAILS ABOUT ALLEGED ABUSE. SIMPLY RECORD 
WHAT THE CHILD SAYS OR WHAT YOU HAVE OBSERVED. (See Note below).  
(If necessary, use another sheet of paper to complete notes.) 
ACTION TAKEN:  
(1) Department of Community Services/Child Protection Unit notified: 
DATE CALL MADE: ____________________________________     
TIME: ________________ 
NAME OF PERSON MAKING CALL: _____________________________________________________ 
PHONE NUMBER CALLED: _____________________________________________________________ 
NAME AND TITLE OF PERSON SPOKEN TO: ____________________________________________ 
DETAILS OF THE CONVERSATION (Note, in particular, questions asked or instructions received that need 
follow-up, etc.) 
 
 
(2) Rector/Priest-in-Charge/Wardens notified:  
DATE CALL MADE: _______________________________   TIME: 
________________________ 
NAME OF PERSON MAKING CALL: ______________________________________________________ 
PHONE NUMBER CALLED: ______________________________________________________________ 
NAME AND TITLE OF PERSON SPOKEN TO: _____________________________________________ 
DETAILS OF THE CONVERSATION (Note, in particular, questions asked or instructions received that need 
follow-up, etc.) 
______________________________________________________________ 
DATE CALL MADE: _______________________________   TIME: 
_________________________ 
NAME OF PERSON MAKING CALL: _______________________________________________________ 
PHONE NUMBER CALLED: _______________________________________________________________ 
NAME AND TITLE OF PERSON SPOKEN TO: ______________________________________________ 
DETAILS OF THE CONVERSATION (Note, in particular, questions asked or instructions received that need 
follow-up, etc.) 
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(3) Bishop’s Office Notified:  
DATE CALL MADE: _______________________________   TIME: 
_______________________ 
NAME OF PERSON MAKING CALL: ______________________________________________________ 
PHONE NUMBER CALLED: ______________________________________________________________ 
NAME AND TITLE OF PERSON SPOKEN TO: _____________________________________________ 
DETAILS OF THE CONVERSATION (Note, in particular, questions asked or instructions received that need 
follow-up, etc.) 
 
(4) Insurer Notified: 
DATE CALL MADE: _______________________________   TIME: 
_________________________ 
NAME OF PERSON MAKING CALL: _______________________________________________________ 
PHONE NUMBER CALLED: _______________________________________________________________ 
NAME AND TITLE OF PERSON SPOKEN TO: ______________________________________________ 
DETAILS OF THE CONVERSATION (Note, in particular, questions asked or instructions received that need 
follow-up, etc.) 
 
(5) Action taken in response to instructions from Department of Community Services/Child Protection 
Unit, Rector, Wardens, Bishop’s Office, Insurer:  
(Note the particulars: What was done? By whom? At the request/direction of whom? When? Who was 
involved? Outcome? Further action needed? Follow-up to be done? Etc.) 
 
 
 
 (Use another sheet of paper, if necessary) 
Notes: Questions, Concerns, Follow-up Needed, etc.  
 
Signed: 
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Holy Manners 
 
Parish of Seaforth Holy Manners Covenant  
 
We, the people of the Parish of Seaforth, seek to live in a caring, loving community as Christ teaches 
us. We make a covenant with one another prayerfully to live out the following principles:  
 

1. We promise to treat one another with the respect and dignity with which we 

would like to be treated.  

2. We promise to communicate with an open mind and heart; including using all 

forms of communication, digital and otherwise. We intend to include everyone 

who needs to know in our communication.  

3. We promise to recognize a diversity of individuals and ideas among and within 

our congregation.  

4. We promise to keep differences and conflicts in perspective by praying to God.  

5. We promise to summon the courage to work with those with whom we have 

conflicts, being considerate of the language we use when expressing our thoughts 

or ideas.  

6. We promise to be understanding, to forgive, and to seek reconciliation in times of 

disagreement.  

7. We promise to respect the boundaries of others – such as time, space and feelings.  

8. We will strive to sincerely welcome all people equally.  

9. We will strive to listen to each other with an open mind, and give each other 

opportunity for full expression of thought.  

10. We promise to ensure that all decisions of the group are made within the larger 

group; any sub-groups appointed by the large group can only come back with 

recommendations.  

11. We strive to be supportive of each other and minister to each other, each individual 

keeping the best interest of the group in mind.  

 

 


