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I. Introduction 

This September 2018 Statement of FMW’s Employment Policies and Procedures replaces the 

November 2016 and all other previous versions.  

Much of the work of the Friends Meeting of Washington (FMW) is carried on by volunteers.  

Some tasks, however, because of their difficult or special nature, are better placed in the hands of 

persons employed by the Meeting.  

Historically, Friends have been committed to social justice and dealing fairly with others.  As an 

employer, FMW strives to uphold these ideals.  Every effort is made to interpret and apply the 

principles and rules set forth below in the manner of Friends, mindful of the Inner Light which 

guides us as individuals and as a religious community. 

Several aspects of the Meeting organization relate to employment.  Ultimate authority for all 

matters resides in the Meeting itself.  Authority and responsibility for personnel decisions has, 

however, been delegated primarily to the Personnel Committee.  The notable exceptions are:  1) 

the Committee of Clerks, based upon the Personnel Committee's recommendation, determines 

the hiring and contract renewal of the Administrative Secretary, and 2) the Finance and 

Stewardship Committee, after receiving the Personnel Committee's recommendations, is the 

standing committee to which the Meeting has delegated responsibility regarding matters of 

salaries and other benefits that have direct financial costs to the Meeting.   

 

II. The Personnel Committee’s Responsibilities 

Working with other committees and the Committee of Clerks, the Personnel Committee is 

responsible for developing and monitoring employment policies and procedures that apply to all 

staff employed by the Meeting. The Presiding Clerk serves as an ex officio member. The 

Committee’s duties include: (1) reviewing and commenting on all job descriptions and revised 

job descriptions prepared by other committees; (2) signing or co-signing all employment 

contracts; (3) providing advisory assistance on personnel matters to committees that supervise 

employees; (4) making recommendations to the Meeting’s committees regarding activities that 

may affect the workload of the staff; (5) making recommendations on salaries or hourly 

compensation rates and employee benefits  to the Finance and Stewardship Committee; (6) 

reviewing and revising of the Meeting’s Statement of Employment Policies and Procedures as 

necessary; (7) ongoing evaluation and preparation of an annual written evaluation of the 

Administrative Secretary; (8) making a recommendation to the Committee of Clerks on the 

renewal of the Administrative Secretary’s  employment contract; and, (9) in collaboration with 

the Committee of Clerks, supervision of the Administrative Secretary, including providing 

advisory assistance on personnel matters and office procedures.  As such the Personnel 

Committee maintains a standing agenda item on the Committee of Clerks’ periodic meetings to 

facilitate its supervision of the Administrative Secretary’s work. 

The Personnel Committee acts as a review committee for an Administrative Secretary hire and 

recommends one or more candidates for employment to the Committee of Clerks. While acting 

as a review committee, the size of the Personnel Committee is increased by at least two persons 

recommended in collaboration with the Nominating Committee and approved by the Meeting for 

Business. 
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The Personnel Committee shall supervise the work of the Administrative Secretary, and 

designate a member of the Personnel Committee to be available to the Administrative Secretary 

for counsel: 

• On setting priorities for the staff's work from among the competing demands within the 

Meeting; 

• In making decisions which must be made in a timely manner; 

• Regarding interpretation of policies established by the Meeting; 

• On actions requiring judgment and decisions beyond established policies; 

• In finding solutions to problems; and 

• On what is occurring in the office work and within the staff. 

 

III. Employment Status 

The Administrative Secretary is hired on an annual contract (see Section IV, below). All other 

persons employed half-time or more hired after 9/24/18 and all persons employed less than half-

time, irrespective of the date of their first employment, are hired on an at-will employment basis 

as defined by applicable federal and District of Columbia law. 

 

IV. The Administrative Secretary 

The Administrative Secretary is employed by the Meeting to provide assistance and office 

support for the Meeting’s committees; assist the activities of weekly Meeting for Worship and 

monthly Meeting for Business; work cooperatively with the Event and Rental Manager to 

arrange for the use of the buildings and facilities; manage the Meeting’s office collaboratively 

with the Event and Rental Manager; supervise part-time office staff1, as needed; support the 

Meeting’s communications and publications; and provide assistance to visitors and the wider 

community regarding FMW and Quakerism. 

Assistance and Office Support for the Meeting’s Committees and Officers 

• Advise Committee Clerks on office support services available to them. 

• Timely remind Clerks regarding reports to be submitted and filed in the office. 

• Prepare and maintain records and reports, in accordance with policies contained in 

FMW’s Handbook, and especially in cooperation with F&S, Property, Records and 

Handbook, and Membership Committees, and Trustees. 

• Assist the Membership and IT Committees and others to maintain the Meeting’s 

database(s) of contact, financial and other information on Meeting members and 

attenders. 

• Assist the Membership, Nominating and IT Committees to keep current, especially 

online, the directory of members and attenders, and of all standing and special 

committees and representatives to other organizations. 

• Assist the Membership Committee with the annual membership report to Baltimore 

Yearly Meeting. 

                                                           
1 “Office staff” refers to individuals who either provide office coverage when the Administrative Secretary is absent 

or who are hired on an “as needed” basis to support the Administrative Secretary’s work. “Event staff” who are 

present to support event rentals are supervised by the Event and Rental Manager 
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• Assure that Marriage and Family Relations Committee has timely delivered to the 

District of Columbia government names of Meeting members who may legally perform 

marriages. 

• Assure timely completion and filing, as appropriate, of all marriage documents, including 

copies of signed marriage licenses required to be delivered to the District of Columbia 

and copies of marriage certificates kept at FMW. 

Assistance to Meeting for Worship and Meeting for Business  

• Prepare “First Day announcements” and have available before Meetings for Worship. 

• In cooperation with the Presiding Clerk, Assistant Clerk and Committees of the Meeting, 

help facilitate orderly monthly Meetings for Worship with a Concern for Business 

including the preparation of the Order of Worship document and its dissemination. The 

Administrative Secretary attends all Meetings for Business as a part of this staff position. 

Building Use (collaboratively with the Event and Rental Manager) 

• Schedule use of space by FMW committees and FMW-sponsored events and manage 

FMW’s online calendar. 

Office Management (collaboratively with the Event and Rental Manager)    

• Manage the office to assure correspondence, telephone contacts, and visitors are 

promptly and carefully attended, reflecting FMW’s intent to be hospitable and efficient. 

• Work with Bookkeeper and the Finance & Stewardship Committee to estimate and 

monitor regularly budgeted expenses for personnel and office supplies. 

Office Staff Supervision 

• In cooperation with the Personnel Committee, recruit and supervise part-time office staff 

who either provide office coverage when the Administrative Secretary is absent or who 

are hired on an “as needed” basis to support the Administrative Secretary’s work. 

• Provide support for First-Day Friendly Office Presences 

Communications and Publications 

• Collaborate with the IT Committee and the Event and Rental Manager on the creation 

and maintenance of social media sites, including the Meeting’s website, Facebook pages, 

and platforms such as Twitter and Instagram. 

• Prepare and distribute the monthly newsletter. 

• Confer with individual Members and Attenders and the IT Committee on maintenance of 

the FMW e-mail list. 

• Order and maintain an inventory of publications for sale in the Meeting House. 

• Write and submit articles to the Baltimore Yearly Meeting Interchange newsletter. 

Outreach and Assistance to Visitors and the Wider Community 

• Working with appropriate FMW Committees, take a leadership role in promoting 

outreach to visitors, attenders and the wider community. For example: 
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o Working with the IT Committee, promote the works, events, and renovation of 

FWW on social media, such as news sites and neighborhood email lists in zip 

codes 20008-20012; 

o Working with Ministry and Worship Committee, increase follow-up efforts with 

first time attenders, particularly those who fill out the guest book at the rise of 

Meeting; 

o Working with the Peace and Social Concerns Committee and Task Force on 

Racism, increase efforts to promote racial diversity of the Meeting; and 

o Working with the Ministry and Worship Committee and the Welcome to the 

Quaker Experience Group, invite newcomers to sit in on committee meetings and 

connect them to reading groups, spiritual formation groups, and other small 

groups.  

• Provide information and assistance during office hours on behalf of the Meeting to all 

visitors and inquirers. 

• Refer individual inquirers to members of relevant committees or organized study groups 

on Quakerism and other activities of the Meeting 

• Assure an adequate supply of newsletters, committee lists, and information on FMW 

activities is in the literature rack. 

The FMW Administrative Secretary’s duties are considered clerical and administrative in nature. 

Yet, sensitive issues arise frequently in FMW. The Meeting looks for ways to reach out and care 

for Friends who are experiencing difficulties, such as illness, separation, or divorce.  When the 

Administrative Secretary becomes aware of many of these difficulties she or he engages in quiet 

and effective outreach, fully sensitive to Friends’ wishes for privacy.  

Qualifications 

The Administrative Secretary of the Friends Meeting of Washington should have demonstrated 

experience and competence in office practices and management procedures and possess excellent 

communication and interpersonal relationship skills. He or she should also understand Quaker 

practice and procedure, manner of conducting business, and of FMW’s relationships to the wide 

range of Friends' organizations.  

Supervision 

The Administrative Secretary reports to, and is supported by, the Personnel Committee which, in 

part, serves to supervise her/his work on behalf of, and in collaboration with, the Meeting’s 

Committee of Clerks. As such the Personnel Committee maintains a standing agenda item on the 

Committee of Clerks’ periodic meetings to facilitate its supervision of the Administrative 

Secretary’s work.  The Administrative Secretary should not assume any tasks related to 

committee functions except those specified by policy without consultation with the Personnel 

Committee and the appropriate committee clerk(s).  The Administrative Secretary is responsible 

for alerting the Personnel Committee of duties a committee has requested that the Secretary 

believes are not within his/her purview.   The Personnel Committee will resolve any such 

conflict. 
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Compensatory Time 

Compensatory time may be arranged for only in exceptional circumstances with the prior written 

approval via paper or digital means of the Personnel Committee. The Administrative Secretary is 

entitled to compensatory time when required to work outside usual business hours, such as 

during the Meeting for Business or at evening or weekend committee meetings. Compensatory 

time is expected to be used within a reasonable time and must be used within two weeks of being 

earned, after which such accrued time shall expire. 

Initial and Reappointment 

The Administrative Secretary is appointed by the Committee of Clerks, upon the Personnel 

Committee's recommendation  

An annual written evaluation of the Administrative Secretary's job performance will be prepared 

each April by the Personnel Committee. The evaluation will be based in substantial part on 

comments solicited from the Meeting’s Committees and Friends who interact with the 

Administrative Secretary. The Personnel Committee brings to the Committee of Clerks a 

recommendation to approve or not continuing the Administrative Secretary in the Meeting's 

employment and, as appropriate, prepares an annual contract to be signed by the Clerk of the 

Personnel Committee and the Administrative Secretary for a term ending June 30 of the 

subsequent year.  Appointment or reappointment of the Administrative Secretary will be reported 

to the Monthly Meeting by the Clerk of the Meeting. 

 

V. Staff: Employment, Hours of Work, Committee Service 

Meeting Staff 

Meeting staff, other than the Administrative Secretary, are hired, supervised and dismissed, if 

necessary, by the applicable committee, providing that such actions by said committee are 

consistent with the policies and procedures in this Statement, as determined by the Personnel 

Committee. Certain hourly employees may be hired and supervised by the Administrative 

Secretary, the Property Manager or the Event and Rental Manager. 

Independent Contractors 

Individuals engaged as independent contractors are not subject to these policies.  At this time, the 

Bookkeeper is a contractor reporting to, and supervised by, the Finance and Stewardship 

Committee and is not an employee of the Meeting.  

Hours of Work 

Full-time staff members work 40 hours per week, with a proportional time commitment for those 

who are employed less than full-time. Work schedules vary by position. For staff members, other 

than those working on religious education, Sunday should principally be a day of worship and 

fellowship and not a day of responding to administrative and clerical duties.  Part-time staff may 

be employed on an hourly basis to provide suitable levels of support for the Meeting’s functions.  

 

VI. Compensation 

Compensation, in the form of wages or salaries, is a concern of the monthly Meeting for 

Business. It is openly discussed annually following the presentation of the Finance and 
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Stewardship Committee's recommendations, based upon advice received from the Personnel 

Committee and other committees that supervise employees. Acting upon evaluations and other 

relevant considerations the Personnel Committee and other committees that supervise employees 

recommend salary levels to the Finance and Stewardship Committee. The Finance and 

Stewardship Committee considers these recommendations, and other budgetary concerns, in 

determining the wages and salaries that should be included in the draft Annual Budget that is 

submitted to the Meeting for Business. 

Wage and salary increases for the staff shall be effective as of the first of the fiscal year.  

Employees with less than six months of service, as of the first of the fiscal year, shall not receive 

a salary increase, except for cost of living increases which may be provided regardless of the 

length of service.  In determining salaries, appropriate consideration is given to customary rates 

of pay in the community, changes in the cost of living, merit, and the financial resources of the 

Meeting.  

 

VII. Employee Benefits 

This section describes the employee benefits for employees on a schedule of at least 20 hours a 

week who have agreed to be employed by FMW for at least six months. The Meeting hopes to 

continue the benefits described in this section, but the benefits are subject to change. The 

Personnel Committee will explore benefits changes as needed and present them with 

recommendations to the Finance and Stewardship Committee for final approval.   

Health Insurance 

In addition to the eligible employee’s base salary or hourly wage the Meeting will supplement 

the employee’s compensation by a proportion of the health insurance premium for the covered 

individual employee to purchase through the Affordable Care Marketplace for the District of 

Columbia (DC Health Link; dchealthlink.com)2, or other equivalent health care coverage. The 

salary supplement will be based on the lesser of: (1) the cost of the lowest-cost Gold Plan or (2) 

the plan purchased by the employee. The supplement will be as follows: 40 hours/week or 

equivalent – 85% of premium costs; 30 – 39 hours/week – 57%; 20 – 29 hours/week – 28%. The 

supplement is paid as fully taxable wage earnings, but the amount of the supplement has been 

chosen to account for the employee’s additional tax burden.  FMW will not pay any of the 

premium for family coverage beyond the individual coverage. To obtain and maintain the 

supplement, the eligible employee must provide documentation that she or he has purchased 

coverage through the Marketplace or comparable coverage from another source.  For eligible 

employees who are on Medicare the supplement amounts will apply to the total premiums for 

Medicare plus the employee’s supplemental insurance (“medi-gap” policy).  

New employees are immediately eligible for a salary supplement as described above beginning 

on the first of the month conterminous with, or immediately following, employment if insurance 

coverage is in place for that month.  

                                                           
2 If, after the employee’s start date, the Marketplace no longer provides comparable insurance policies, the Meeting 

will revise its benefits to accommodate this change and provide comparable levels of premium support for 

comparable coverage. 

https://dchealthlink.com/
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Dental Insurance 

For eligible employees, the employee’s cost of dental Insurance will be supported via salary 

supplement in the same manner and with the same rates and requirements as salary supports for 

health insurance described above. The benchmark premium rate will be the rate for Dominion 

National Select Plan Premium as offered to DC residents 

(https://teethkeepers.dominionnational.com/home/node/1058).  

Retirement 

The meeting has established a 403(b) retirement plan under which the employee can invest their 

contributions, and employer matching contributions, in the Lincoln National retirement plan’s 

investment options that have been set up by Mylestone Plans.  The employee can contribute up 

to the maximum amount permitted by the retirement plan beginning with the date of 

employment.  The employee can change the election of the percent contributed at the beginning 

of any month.  The meeting will match the employee contributions up to 5 percent of pay 

beginning with the first of the month coterminous with, or next following, the date of 

employment, providing plan is in place and that the employee has begun contributions. 

Social Security and Medicare 

 Contributions are made by the Meeting and by the employee as required by law. 

Workers Compensation 

 The Meeting provides workers compensation coverage through its liability insurance provider. 

Unemployment Compensation Insurance 

The Meeting is not required to participate in Federal or D.C. Unemployment Compensation 

Programs but is currently participating in the D.C. Unemployment Compensation Program.  

Jury Duty 

 Staff members who are selected for jury duty will receive their regular pay. 

Holidays 

The following holidays are observed:  New Year's Day, Martin Luther King’s Birthday, 

Presidents Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day and the 

immediately following Friday, and Christmas Day.  Additionally, the Personnel Committee may 

declare an extra day at Christmas.  

Sick Leave 

Sick leave accumulates, for a full-time employee, at the rate of eight hours per month.  Part-time 

employees and full-time employees working less than one full month accumulate sick leave at a 

proportional rate, for example, four hours per month for a half-time employee. No more than 63 

days (504 hours) of sick leave may be accumulated by any employee. In extenuating 

circumstances, the Personnel Committee may grant limited advance leave to an employee whose 

illness requires more paid sick leave than the employee has accrued. The Personnel Committee, 

in consultation with the Finance and Stewardship Committee, will decide on the amount of 

advance leave granted on a case-by-case basis. Additional sick leave may not be taken until the 

employee has accrued a positive sick leave balance. A grant of advance sick leave requires a 

https://teethkeepers.dominionnational.com/home/node/1058
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medical certificate from a licensed health care provider. Granting of advance sick leave is not an 

entitlement. No sick leave will be paid upon termination. 

Annual Leave 

Annual leave accumulates, for a full-time employee, at the rate of eight hours per month.  Part-

time employees and full-time employees working less than one full month accumulate both types 

of leave at a proportional rate, for example, four hours per month for a half-time employee. No 

more than 21 days (168 hours) of annual leave and 63 days (504 hours) of sick leave may be 

accumulated by any employee. In case of extenuating circumstance, an employee may request an 

exception from the Personnel Committee. The Committee may grant an employee an 

accumulation of up to six annual leave days over the 21-day limit, for an effective start and end 

date designated by the Committee. Any exception made by the Committee shall not be deemed a 

precedent in any future request.  

Acknowledging that wise use of leave time is mutually beneficial to the Friends Meeting of 

Washington and its employees, the Personnel Committee encourages employees to use the 

accrued annual leave each year. Leave time is not required for the Administrative Secretary’s 

attendance at the annual session of the Baltimore Yearly Meeting.  In addition, the Personnel 

Committee may approve staff attendance at other meetings related to the Religious Society of 

Friends during work time in special circumstances.  Upon termination for reasons other than 

cause, accrued, unused annual leave will be paid up to the maximum carry over of 21 days.  

The Personnel Committee may grant advance annual leave consistent with FMW’s policies 

regarding such leave. For full-time employees no more than 16 hours of annual leave may be 

advanced; the maximum amount of advance annual leave for part-time employees is proportional 

to their FTE appointment. Additional annual leave may not be taken until the employee has 

accrued a positive annual leave balance. Granting of advance annual leave is not an entitlement. 

In the event employment ends for an employee who has a negative annual leave balance, the 

employee is required to refund the amount of advance leave for which the employee is indebted. 

All employees who are eligible for annual leave will give reasonable notice to the Personnel 

Committee or the committee to which the employee reports, respectively, of planned annual 

leave exceeding two days so that continuity of office functions can be assured.   

 

VIII. Termination of Employment 

This section applies only to the Administrative Secretary, who is hired on an annual contract (see 

Section IV, above), and the other persons employed half-time or more hired before 9/24/18. All 

other employees are hired on an at-will employment basis (see Section I, above). For applicable 

employees termination of employment prior to the end of the employee’s Agreement is subject to 

all of the following, consistent with policies included in the Statement.  

Voluntary Resignation.  As a condition of employment, employees agree to give at least four 

weeks’ notice prior to resignation. 

Probation Period.  New employees are in probationary status for three months following hiring.  

At the end of that period, the Administrative Secretary is evaluated by the Personnel Committee. 

If the evaluation is satisfactory, the probationary status is removed and employment continues.  

If the evaluation is unsatisfactory, the employee may be terminated with two weeks’ salary, or 
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the probationary period may be extended for a period up to three additional months.  While an 

employee is in probationary status, sick and vacation leave will accrue. 

Warning Status.  If the Administrative Secretary's work or deportment becomes unacceptable, 

the Personnel Committee shall discuss the problem with the Administrative Secretary and a 

warning status period of up to one month shall be established for improvement.  If the 

performance continues to be unsatisfactory at the conclusion of this period, employment may be 

terminated for cause. 

Termination for Cause. An Administrative Secretary who is to be terminated for cause has a right 

to a written statement from the Personnel Committee, embodying the reasons for such action, 

and the further right to present to the Personnel Committee a written or oral statement, or both.  

The Committee of Clerks will make a final decision.  Employees who are terminated for cause 

shall receive severance pay of two weeks’ salary. 
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Attachment 1: 

 

Harassment Policy 

 

The purpose of this policy is to ensure that Friends Meeting of Washington is a safe space for all 

members and attenders. We strive as a community, to support the targets of harassment; to shed a 

light on and prevent or stop harassing behavior; and to protect the spiritual safety and integrity of 

our Meeting.  

 

Friends Meeting of Washington recognizes that while one of our tasks as Friends is to care for 

and radically honor the Light of God in all people, this does not exempt us from being a 

community where harassment can and does occur. Harassment based on gender, gender identity, 

sexual orientation, age, skin color, cognitive or physical disability, mental illness, physical 

appearance, body size, or religion is contrary to the faith and practice of the Religious Society of 

Friends.  

  

Harassment is hurtful, unwanted behavior imposed on a person that is destructive to one’s spirit. 

It often involves the exercise of formal or informal power by the perpetrator over the target. The 

key words are unwanted behavior by the perpetrator toward the target.  

 

Harassment may take the form of, but is not limited to: verbal comments, intimidation, stalking, 

email, text, physical contact or sexual attention. It may occur in public and private contexts, 

including online communications. At FMW this may include Meeting for Worship, coffee hour 

and other social events, committee meetings, religious education/spiritual formation groups, 

Young Adult Friend events, and private and group communication between members and 

attenders of the Meeting.   

 

We recognize the specific physical or psychological impact harassment may have on the target. 

It also damages the safety and spiritual integrity of our community as a whole. As such, every 

member and attender of the FMW community has an equal responsibility for preventing, calling 

out, and stopping harassing behavior.  

 

What to do if you experience or witness harassment 

If you witness or experience harassment at FMW, please tell someone, anyone. All members and 

attenders are responsible for caring for each other.  

Clerks of Meeting, Ministry and Worship Committee, Healing and Reconciliation Committee, in 

consultation with each other, are responsible for handling complaints of harassment. If someone 

tells you about harassment please contact the clerk of one of these committees.  
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A. Introduction 

This policy has been developed to support our Meeting being a place of safety 
and security for the children and adults who participate in our community. The 
policy is intended to serve as a source of guidance and build trust for all Friends 
Meeting of Washington (FMW) participants. Following this policy is important 
for all members, attenders, visitors and employees of FMW because it provides 
guidance and support in preventing and identifying possible instances of child 
abuse or neglect and promotes child safety. The policy is also seeks to minimize 
the possibility of baseless charges or unwarranted suspicion of child abuse or 
neglect being directed towards a member, attender, visitor or employee of FMW. 
Lastly, this policy seeks to balance FMW’s spiritual needs, child safety concerns, 
legal requirements and financial and practical limitations. 
 
This policy sets forth the roles, expectations and requirements relating to child 
safety at FMW. For a more general discussion on children safety, see the 
“Baltimore Yearly Meeting Youth Safety Policy Updated June 15, 2013 at Interim 
Meeting”, which is endorsed by the FMW Child Safety Committee (CSC). The 
requirements in this FMW policy take precedence over the BYM Youth Safety 
Policy with respect to FMW Children’s Activities. 
 
Because the CSC anticipates that most FMW Children’s Activities will take place 
on FMW property in Washington, DC, this policy has been written to comply 
with the District of Columbia (DC) Code. CSC recognizes that if an activity 
occurs outside of the District of Columbia additional laws may apply that may 
take precedence over parts of this policy. 
 
To summarize the key aspects of this policy: 
 
• No child may be left alone or with only one adult other than their parent, 

guardian or custodian during an FMW Children’s Activity or while on FMW 
property.  

• Every FMW Children’s Activity must have a minimum of: (a) two (2) or more 
children; and (b) two (2) or more adults who have been approved by the CSC 
to work with children (Adult Childcare Givers). 

• All FMW classrooms, childcare rooms and activity areas shall have an open 
door policy. Doors to these spaces shall always be open when in use and 
parents, guardians, custodians, CSC members and sponsoring Committee 
members are welcome to visit at any time. 

• Childcare givers may release a child only to their parent, guardian or 
custodian. Childcare givers may not release the child to an unknown adult, 
older sibling or allow the child leave on his/her own. 
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• If a child is present but not participating in an FMW Children’s Activity, then 
the child is under the care of their parent, guardian or custodian. 

• Any questions or concerns about this policy should be sent to the Clerk(s) of 
CSC. 
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B. Who is affected by this policy? 

 Everyone who participates in FMW activities, but especially those 
involved in FMW Children’s Activities. 

 FMW Activity Coordinators (those coordinating activities aimed at 
children or that have a significant participation by children e.g. weekend 
retreats at Catoctin). 

 Adults serving as First Day School (FDS) teachers and assistant teachers. 

 Adults providing care of nursery aged children. 

 Paid FMW employees who work with children. 

 Children 14-17 years of age who are involved with caring for nursery-
aged children. 

 Adult volunteers who supervise FMW sponsored overnight events that 
involve children. 

 Adults driving or chaperoning children (other than their own) in 
vehicles or by other means to or from FMW-sponsored activities at the 
request of an FMW Activity Coordinator. 

 Adults who provide one-on-one counseling or mentoring to children. 

 
C. Who is responsible for administering this policy? 

The CSC or others who are approved by FMW Meeting for Worship with a 
Concern for Business are responsible for administering this policy. Other FMW 
Committees shall consult with the CSC on topics that involve or affect children, 
children activities or that relate to abuse, neglect or safety issues affecting 
children. 
 
D. Confidentiality 

All information, verbal, electronic, or paper collected in connection with 
implementing this policy will be kept in the strictest confidence, to the extent 
allowed by law. 

All documents generated in conjunction with the process by which an individual 
may apply to work with children at FMW shall be kept in the Meeting House 
locked vault or other secure storage location. None of these records may be 
distributed to any person or entity other than a member of CSC, the FMW 
Administrative Secretary, a Trustee or an individual to whom disclosure is 
required by law. Any applicant to work with children, whether approved or not 
approved, has the right to review his/her application file and any associated 
documents in the presence of a member of the CSC and the Administrative 
Secretary and has the right to submit written refutation or comments of any 
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material they deem to be inaccurate or misleading (Youths must be in the 
company of his/her parent/guardian/custodian).  No copy of the document(s) 
will be provided in any fashion or form to an applicant at any time. Records will 
be retained according to FMW recordkeeping policies for personnel issues as 
stipulated in the FMW Handbook. 
 
E. Process and Application to Work with Children 

1. All individuals who plan to work with children and/or accompany 
children other than their own to an FMW Children’s Activity must 
complete and sign a written Application Form (see Appendix B) and be 
approved by CSC to become an Adult Childcare Giver (ACG) or Youth 
Childcare Giver (YCG). 

2. The application includes but is not limited to: a National Criminal 
Background check (Youths are exempted), verification of employment, 
and references. These checks may be repeated at any time without further 
notice to the applicant as long the person remains an ACG or YCG. 

3. Applicants shall identify a sponsoring FMW Committee for the applicable 
FMW Children’s Activity. This is normally the Committee that the 
applicant anticipates assisting with the FMW Children’s Activity at the 
time of their application. Once the applicant has been approved by the 
CSC to work with children, the now-ACG/YCG may assist in an FMW 
Children’s Activity sponsored by any FMW Committee. 

4. A YCG must have completed an American Red Cross babysitting course 
not more than (1) year before the date of the application to work with 
children at FMW. 

5. Individuals who have been convicted/adjudicated with criminal charges 
that fall within the following categories will not be allowed to participate 
in FMW Children’s Activities: 

a. Any type of aggressive incident against another individual; 

b. Any type of stalking or threatening incident against another 
individual; 

c.  Any misuse of weapons; 

d. Any crimes involving behavior toward children, including 
pornography and child abuse or neglect; or 

e.  Any crimes related to production or distribution of drugs within 
the past ten (10) years. 

6. These requirements are similar to “BYM Criminal Background Checks 
Guidelines” and are consistent with applicable DC law (See DC St. 4 § 
1501.05(a) (set out in Appendix G). 
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7. All volunteers who want to work with children must be known to the 
Meeting as a member or attender for a minimum of six (6) months prior to 
assuming their duties (consistent with the verification method described 
in Appendix B). 

8. All individuals who work with children shall attend an annual training 
session organized by CSC that reviews this policy and its implementation. 
Other adults are welcome to attend these sessions. Training sessions will 
cover prevention, discovery and reporting of child abuse/neglect 
incidents. ACGs/YCGs that require training in between annual training 
sessions may be trained with videos or other instructional methods as 
approved by CSC. 

9. Each FMW Committee sponsoring an FMW Children’s Activity is free to 
decide if a specific ACG or YCG is unsuitable for the particular activity, 
regardless of whether CSC has previously approved the individual to 
work with children. An FMW committee rejecting a specific ACG or YCG 
for a particular activity shall inform the person and CSC of their decision 
and reason, which may be added to the person’s file. 

10. Should a concern arise about the suitability of an applicant, the CSC will 
first seek to reach unity on the matter. If CSC fails to reach unity that they 
reject the applicant or have questions about the applicant’s suitability, the 
CSC will then take one of two following courses of action. First, if the 
concern arises from disturbing information or a lack of information 
revealed during the screening process, a meeting will be held with the 
applicant. The meeting shall include the members of the CSC and the 
Clerk of the sponsoring FMW Committee with which the applicant seeks 
to assist with FMW Children’s Activities. This assessment group will 
review with the applicant the concerns that have been identified. 
Following this review, the assessment group will seek unity about the 
applicant’s suitability. Alternatively, if the concern arises from a general 
sense of unease rather than from a particular piece of information, a 
clearness process shall be convened by the assessment group, in the 
absence of the applicant, to help them achieve clearness about the cause of 
the concern. In this case, the assessment group may decide to speak with 
the applicant again before making a decision, but are not required to do 
so. Any decision reached as a result of either process is final and 
confidential. CSC may invite an applicant to apply again, usually after a 
certain period of time has passed or after the applicant has met some 
conditions that have been specified. Following any refusal to accept an 
applicant, the assessment group may discuss with an applicant other 
possible uses of the person’s skills and time in service to the Meeting. All 
documents and decisions concerning this process will be added to the 
individual’s confidential application file held by CSC. 
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F. Conduct of FMW Children’s Activities 

1. No child will be left alone or with only one adult, other than their 
parent/guardian/custodian during an FMW Children’s Activity. All 
adults leading/coordinating FMW Children’s Activities must be ACGs. 

2. No FMW Children’s Activity may begin or continue unless at least two (2) 
ACGs are present and at least two (2) children are present. During an 
FMW Children’s Activity with only two (2) ACGs present, if one (1) ACG 
must leave the Children’s Activity (e.g. for a bathroom break), the absence 
should be very brief. If the absence is expected to be more than a few 
minutes, the sole remaining ACG must terminate the FMW Children’s 
Activity and return the children to their parents, guardians or custodians. 
If this situation arises during FDS and the children’s parents, guardians or 
custodians cannot be reached, the remaining ACG must take the children 
to the Assembly Room, inform the Friendly Office Presence of the 
situation and request assistance. 

3. All FMW Children’s Activities shall have a sign in/out sheet (see 
Appendix E) that the parent, guardian or custodian must sign when they 
drop-off and pick-up their child. Before and after this transfer of care, the 
child remains the responsibility of the parent, guardian or custodian. 

4. One-time visitors to an FMW Children’s Activity need not be ACGs or 
YCGs, but the sponsoring committee must forward to CSC and obtain 
prior approval for that individual’s participation. 

5. For FMW Children’s Activities taking place off-campus or overnight, a 
minimum of three (3) ACGs must be present, at least two (2) of the three 
(3) ACGs shall be unrelated by blood or by marriage, and every effort 
should be made that at least one (1) female and one (1) male are among 
the ACGs participating. This ensures that the requirement to always have 
at least two (2) ACGs present is met. 

6. All ACGs and YCGs shall behave in a respectful, caring, nurturing and 
non-judgmental manner towards children. Any inappropriate, abusive or 
violent language or behavior (e.g., causing a safety concern) will result in 
suspension and possible revocation of the ACG’s or YCG’s ability to 
participate in FMW Children’s Activities (see section F7 below). 

7. The CSC, after reaching unity, has the authority to immediately suspend 
any ACG, YCG, child or one-time participant that is suspected of alleged 
child abuse or neglect, causing a safety incident or who has engaged in 
unsafe behavior during an FMW Children’s Activity. The suspension shall 
prevent the person from participating in FMW Children’s Activities until 
an investigation is completed and it is determined that there is no basis for 
further concern. Any investigation of allegations will at a minimum be 
conducted by CSC with the Clerk of the Committee sponsoring the 
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Children’s Activity and should follow a process similar to that set forth 
herein. CSC will inform the individual of its decision and provide a reason 
for the suspension or dismissal of suspicion, and add this information to 
the person’s confidential file. CSC recognizes the importance of and shall 
respond in a timely manner. 

8. All FMW Children’s Activities are always open to parents, guardians or 
custodians, the CSC, and members of the Committee sponsoring the 
activity, who are all welcome to visit at any time. Any classroom-based 
activity (e.g. FDS) will always have its doors open and never locked. 

9. FDS activities and childcare are governed by DC St. 38-272.01 and 4-412, 
(Regulation No. 74-34 Child Development Facilities Regulation) that 
requires the following minimum adult to children ratios: 

  0 yrs – 3 yrs of age  1:4 
 4 yrs – 8 yrs of age  1:8 
 9 yrs – 17 yrs of age  1:10 

10. All participants in FMW Children’s Activities (e.g. FDS, field trips, day 
excursions, or overnight trips/camping) are required to have a completed 
and signed “Individual Consent, Emergency Contact, Hold Harmless and 
Photo Release Form” (see Appendix C). One (1) form per year is needed 
and the FMW Activity Coordinator shall collect and review these forms. If 
a parent, guardian or custodian will not be present at such FMW 
Children’s Activity then an event-specific “Individual Consent, 
Emergency Contact, Hold Harmless and Photo Release Form” (see 
Appendix C) must be completed and signed designating a custodian for 
their child during the activity. The designated custodian may not be 
responsible for more than four (4) children, if one or more of the children 
is not their own. 

11. Youths (between 14-17 years of age) may care only for nursery-aged 
children and do not count as ACGs for the purpose of fulfilling the 
requirement to have at least (2) ACGs present during an FMW Children’s 
Activity. Of the two (2) ACGs who shall be present together with the YCG 
at an FMW Children’s Activity, one (1) of the ACGs shall be designated as 
the supervisor of the YCG for purposes of the FMW Children’s Activity. 

12. Bathroom rules: 

a. During FDS: Children will use the nearest single-use bathroom to 
their classroom. These bathrooms will be labeled as such and are 
all single use bathrooms that can be locked. 

b. Members, attenders, visitors, and employees of FMW are 
requested to minimize their use of these single-use bathrooms 
when First Day School activities are ongoing (usually between 
10:30 A.M. to 11:15 A.M. on Sundays). Multi-person bathrooms 
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(i.e., those on the ground floor of the Meeting House) should not 
be used by unescorted children. 

c.  During any off-campus FMW Children’s Activity, any bathroom 
usage by children should be done escorted by an ACG. Generally, 
this is best handled by bringing all children to use the bathroom 
at the same time. If this is not possible, an ACG may escort a 
minimum of two (2) children to the bathroom at the same time. 

13. Any groups that include children visiting or staying at the FMW campus 
must complete a “Group Consent and Hold Harmless form” (see 
Appendix D) for their group. 

14. Sponsoring Committees that propose an FMW Children’s Activity or state 
that childcare is offered for an event must specify the age range that can 
participate or for which childcare will be offered. 

 
G. How to respond to an incident of alleged child abuse, neglect or 

inappropriate behavior 

1. All individuals shall be open and receptive to all abuse/neglect claims 
regardless of who the alleged perpetrator is.  

2. Protect the alleged victim and any other children by making them safe. 
Distance children from the alleged perpetrator. 

3. Reassure the alleged victim with love, kindness, support, and do not 
challenge their response. 

4. Notify the parent/guardian/custodian and return the child to them as 
soon as possible. 

5. Inform the authorities (see Section H). 

6. Obtain support and assistance for yourself. 

 
H. Procedure to make or handle a report of an incident of alleged child abuse, 

neglect or inappropriate behavior 

1. In reporting an alleged/suspected incident of child abuse, neglect, or 
inappropriate behavior, make a written record of the time, place, the 
persons involved, the general nature of the incident, and the exact 
words/actions/events/visual clues used. Do not conduct an 
investigation. 

2. The laws governing reporting child abuse/neglect are described in DC St. 
4-1301, which requires that any person aware of or suspecting an incident 
of child abuse or neglect report this to DC Child and Family Service 
Agency at (202) 671-SAFE (7233) or contact the police as soon as possible 
(See Appendix F). 
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3. In addition, FMW (see section H4 below) should be informed as soon as 
possible of any alleged or suspected child abuse, neglect or inappropriate 
behavior by any participant in an FMW Children’s Activity. This will 
allow FMW to take the necessary measures to evaluate and mitigate the 
situation, independent of any outside investigation and any individual’s 
statutory reporting responsibilities. 

4. Informing FMW can be done in a number of ways: Notify a member of 
CSC or a member of the Committee sponsoring the event at which the 
alleged abuse occurred (e.g., REC for First Day School).  In the absence of 
any of the above, a person should inform the Clerk of the Meeting or a 
Trustee. The person receiving the report will inform a member of CSC as 
soon as possible. Once notified, CSC will meet as soon as possible to 
review the situation (See F7). 

5. CSC must inform FMW’s Insurance Company (See Appendix A for details 
of current carrier) within twenty-four (24) hours after the alleged incident 
was first reported to them. 

6. Any person suspected of child abuse, neglect or inappropriate behavior is 
subject to suspension from all FMW Children’s Activities (see F7).  

7. The CSC and any other members/attenders/employees of FMW should 
seek the advice of legal counsel before responding to media inquiries. 

8. CSC should review this policy to be sure all procedures are being 
followed and work with FMW’s Insurance Company and legal counsel as 
needed concerning the alleged incident. 

 



11 of 26 

I. Safety of physical space at or during FMW Children’s Activities 

1. The FMW Property Committee is the primary group that addresses 
building and grounds safety issues (e.g., repairs or changes in furniture in 
specific rooms, grounds, playground equipment). 

2. The Property Committee should be immediately informed of any 
suspected safety concerns of physical property. 

3. The FMW campus, like many places of worship, at certain times allows 
any person to enter and exit the property freely. Many times there are 
multiple entrances and exits from FMW that are not supervised in any 
way. 

For example during a typical Sunday Morning Meeting for Worship 
in May 2013, the campus could be accessed in the following ways: 

a. The front garden gates are open. 

b. The door between the assembly room and the back garden is 
normally open. 

c. The back garden, although seemingly closed, often has the 
following configuration: Gates towards the street (Decatur Place 
NW) are normally locked. Gates towards the front garden opposite 
side of the Decatur Place NW gates are open, or if locked many 
children can easily climb over them. Doors to Quaker House are 
usually open which in turn has open doors with street access to 
Decatur Place NW.  

d. The second floor of FMW building has multiple entries and exits. 

e. A number of rooms used for childcare and FDS have emergency 
exit doors that are normally closed from the outside. 

4. Children may enter the kitchen only during an FMW Children’s Activity 
and under the supervision of ACGs. 
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Appendix A:  Definitions 
 
Adult: An individual who is 18 or older years of age. 

Adult Childcare Giver (ACG): An individual 18 years of age or older who has 
applied and been approved by CSC to lead or co-lead FMW Children’s 
Activities. 

Baltimore Yearly Meeting (BYM): is the body of Religious Society of Friends 
(Quakers) comprising Quaker Meetings in the areas of central Pennsylvania, 
Maryland, West Virginia, Virginia and the District of Columbia. 

Child: An individual who is under 18 years of age (excepting children who have 
been legally emancipated between 16-18 years of age see: DC ST 16-2301 and DC 
ST 16-4604.02). 

Child Abuse and Neglect: Is the intentional, physical or mental injury, sexual 
abuse, negligent treatment, or maltreatment of any child under the age of 
eighteen by a person who is responsible for the child’s welfare under 
circumstances which indicate the child’s health or welfare is threatened.” (See 
DC St. 16-2307(9)(23)). See DC St. 16-2301 for criteria (see Appendix G) and also 
links in Appendix F. 

Child Safety Committee (CSC) member: A person approved by FMW’s Meeting 
for Worship with a Concern for Business to serve on the CSC. Members of CSC 
are responsible for Child Safety Policy, this document and should be consulted in 
any matters involving children at FMW. 

Custodian: A person or agency, other than a parent or legal guardian:  

(A) to whom the legal custody of a child has been granted by the order of a 
court;  

(B) who is acting in loco parentis; or  

(C) who is a day care provider or an employee of a residential facility, in the 
case of the placement of an abused or neglected child (DC ST 16-2301(12). 

Guardian: A person who, under court order, is the guardian of the person of a 
minor or a public or private agency with whom a minor has been placed by a 
court (DC St. 2-1542). 

First Day School (FDS): An FMW Children’s Activity under the guidance of the 
Religious Education Committee (REC), which generally takes place on the FMW 
campus in Washington DC or at nearby locations such as Church of the Pilgrims. 
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FMW Activity Coordinator: The person in charge of a particular FMW 
Children’s Activity (e.g., for First Day School activities this is the REC Clerk or 
their designated person). 

FMW Children’s Activity:  Any activity sponsored by FMW that is principally 
aimed at children or that has a large number of children present (e.g., First Day 
School, a field trip, or hosting visiting children staying on FMW property). 

FMW Meeting for Worship with a Concern for Business: The forum in which 
FMW business decisions are reached (generally held once a month except in 
August). 

Insurance Company: The company that provides liability insurance to FMW. As 
of May 2013, this was Guide One Insurance Company which can be reached at 1-
888-748-4326. 

Nursery Age: Child too young to participate in regular First Day School classes 
who may instead participate in the FMW childcare program, usually 0-5 years of 
age. 

Parent: A natural parent, adoptive parent or step-parent, or any person who has 
legal custody by court order or marriage, or any person not less than 21 years of 
age who is authorized by the natural parent, adoptive parent, step-parent or 
custodial parent of a child to be a caretaker for the child (DC St. 2-1542). 

Religious Education Committee (REC): Committee that coordinates children 
and adult religious education at FMW. This includes adult classes and First Day 
School and childcare for nursery-aged children. 

Year of Age: The full year that the person is that age (e.g. 17 years of age means 
from the day that the child turns 17 till the day that the child turns 18). 

Youth: A child between 14 and 17 years of age. 

Youth Childcare Giver (YCG): A child 14-17 years of age who has applied and 
been approved by CSC to assist an ACG with nursery-aged children activities. 
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Appendix B 
 

Application Form For Individuals Wanting to Work With 
Children at Friends Meeting Of Washington 

 
Please PRINT CLEARLY all information on this form 

 
Date Received by CSC: ___/__/_____ Sponsoring Comm.:________________ 
 mm/dd/yyyy 
Decision by CSC: Approve/Disapprove Date: ___/___/______ 
      mm/dd/yyyy 

To assure the protection and preservation of the confidential information 
regarding the background records and reference check of current or potential 
employees and volunteers, the Friends Meeting of Washington, DC, its officers or 
assigns agree to release any of the obtained information only to those individuals 
responsible for the hiring, selection, and screening of these individuals and to no 
one else, to the extent allowed by law. The applicant can review the records 
associated with this application subject to the rules outlined in FMW Child Safety 
Policy (See Section D: Confidentiality). 

I hereby apply for the privilege of serving the Friends Meeting of Washington as: 
____ First Day School teacher or assistant as a _____volunteer or ____employee  
____ Nursery School age childcare worker as a ____volunteer or ____employee. 
 
________________________________________________________________________ 
Applicants’ Last  First   Middle  Maiden 

S.S. number: _________-_________-__________ Date of Birth: ___/___/______ 
 Social Security Number mm/dd/yyyy 

A legible copy of your driver’s license/passport/state ID with photograph must 
be submitted with this application (magnify 2x). 

If you have changed your name(s) please list previous name(s) date of change 
and reason. 

________________________________________________________________________ 
Last   First   Middle   Maiden 

Date changed:     /      /       Reason:        
mm/dd/yyyy 

Present address: _________________________________________________________ 

City: _____________________________ State: _____________ Zip Code: _________ 

Phone: (____)__________________ Email: ___________________________________ 

Occupation: _____________________________ Work Phone: (____)_____________ 

If less than one year: 
Previous Address: _______________________________________________________ 
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City: _____________________________ 
State: _____________ Zip Code: _________ Form to Work_w Child. Page 2 of 3 
Phone: (____)___________________ 

Occupation: _____________________________ Work Phone: (____)_____________ 

Have you ever been suspected of, arrested for, charged with, under probation 
for, convicted or adjudicated of any type of (place an X):  
-Crimes involving behavior toward children, including pornography? __yes __no 
-Sexual or physical abuse? _____ yes _____no.  
-Production or distribution of drugs? ____yes _____no. 
-Misuse of weapons? _____ yes ______no. 
-Stalking or threatening incident against another individual? ___yes ___no 
-Have any open criminal proceedings? ____ yes ____ no.  

If you answered yes to any question please explain. Attach additional pages if 
needed: 
________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 
 
Two references – not family members and non-FMW members/attenders are 
strongly preferred and the references must be unrelated to one another: 

1) Name:       Telephone: (   )   

Address:       E-mail:    

2) Name:       Telephone: (   )   

Address:       E-mail:    

 
Non-paid applicants must answer the following questions: 
Applicants must have been a member or attender of the FMW for at least six (6) 
months prior to the date of this application. Indicate which of the following 
might help establish this fact: 

-Membership approval or request appears in Monthly Meeting Minutes ______ 
-Signature in guest book _____ 
-Request to be placed on the mailing list _____ 
-Name appears in a Meeting Directory _____ 
-Identifiable contribution made ______ 
-List 2 unrelated members or attenders of FMW that know you well:  

1st person name Last _________________________ First _______________________ 
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2nd person name Last _________________________ First ______________________ 
 
 
All applicants must complete this section: 
 

I, ___________________________________________(Print applicant’s First 
and Last Name) authorize Friends Meeting of Washington and/or its agents to 
make an independent investigation of my 
background, references, character, past 
employment, education, criminal, or police 
records, including those maintained by both public and private organizations 
and all public records for the purpose of confirming the information contained 
on my application and/or obtaining other information, which may be material to 
my qualifications as volunteer or for employment now, and if applicable, during 
the tenure of volunteering or employment with Friends Meeting of Washington, 
DC. 

Form to Work_w Child. Page 3 of 3 

I, my heirs, and administrators release Friends Meeting of Washington, 
DC and/or its agents and any person or entity, which provides information 
pursuant to this authorization, from any and all liabilities, claims, or lawsuits in 
regards to the information obtained from any and all of the above referenced 
sources used. 

I have never been convicted/adjudicated of a sexual offense or sexual 
offenses against children. To the best of my knowledge, no one has ever accused 
me of being sexually, physically, or emotionally abusive of a child. Nor, to the 
best of my knowledge, has anyone ever said to me that I was touching or 
speaking to a child in a criminally inappropriate fashion. 

I have read and been given a copy of the FMW Child Safety Policy. 

 Date: /    / 
Signature mm/dd/yyyy 
 
 
This section is for applicants less than 18 years of age 
 
If applicant is less than 18 years of age then parent/guardian/custodian must 
sign here and submit a legible copy of their driver’s license/passport/state id 
with photograph of themselves, this is in addition to the one for the applicant. 
 
I, ______________________________(Print name) have read and been given a 
copy of the FMW Child Safety Policy. I consent to my child serving as a Youth 
Childcare Giver. 

 Date: /    / 
Signature mm/dd/yyyy 
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Last Name   First Name   Middle Name  
 
Relationship 
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Appendix C: 

Individual Consent, Emergency Contact, Hold Harmless and 
Photo Release Form 

Name of Activity: _______________________________________________________ 

Location: _______________________________________________________________ 

FMW Event Coordinator Name: ___________________________________________ 

FMW Event Coordinator telephone during activity: (_____)___________________ 

Dates of Activity___/___/_____ to ____/____/______ (mm/dd/yyyy) 
(if this is for First Day School please put 09/01/yyyy to 08/31/yyyy and list activity as First Day 
School with the clerk of REC as the FMW Event Coordinator) 
 
 

Child’s name ___________________________________________________________ 
  Last   First   Middle 

Date of birth ____/____/____ Age ________Sex _____________ Grade __________ 
   mm/dd /yy 

Address________________________________________________________________ 

Emergency Contact (2 must be listed) 

1) Name: ________________________________________ Relationship ___________ 

Home______________ Cell (____)___________ Work (___)______________ 

2) Name: ________________________________________ Relationship ___________ 

Home______________ Cell (____)___________ Work (____)_____________ 

I, __________________________________(Print First and Last Name), being the  

parent/guardian /custodian of _________________________________ (Print First  
and Last name) hereby give my consent for my child to participate in this activity 
sponsored by Friends Meeting of Washington, DC. I understand that the 
leader(s) of this activity will take all reasonable safety precautions, and that the 
possibility of an unforeseen hazard does exist. I further agree not to hold the 
Friends Meeting of Washington, DC its leaders, employees and volunteer staff 
liable for damages, losses, diseases, or injuries incurred by the child listed on this 
form or myself. I have recorded the telephone number for the Event Coordinator. 

___________________________________________ Date ____/___/______ 
Signature of parent/guardian/custodian  mm/dd/yyyy 

 
 
 
Continued on next page 
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Assign Custodial Responsibility of Child 
 
If the parent/guardian/custodian will not be present at the activity AND this 
activity is occurring off campus AND/OR the activity involves an overnight 
stay. I assign custodial responsibilities for my child to (Print First and Last 

 Name): ________________________ _______________________ (This person  
cannot beresponsible for more than four (4) children, if they have one or more of 
their own children). 
 
___________________________________________ Date ____/___/______ 

Signature of Parent/guardian/custodian  mm/dd/yyyy 
 
 

Photo release of child for FMW use 
 

I agree to the use of the likeness of my child, _______________________________ 

___________________________________, (Print First and Last Name) for Friends  
Meeting of Washington information, publicity and/or promotional purposes. I 
understand and agree that photographs of my child may be printed in 
promotional materials. I further understand and agree that my child’s likeness, 
in photographs or videos, may appear on a webpage or webpages produced by 
Friends Meeting of Washington and that such webpage(s) will be accessible via 
the Internet. I agree that any materials produced pursuant to this release may be 
used, in whole or in part, without my inspection or further consent or approval, 
of the finished product or any use of said materials or product by Friends 
Meeting of Washington. Friends Meeting of Washington does not 
caption/embed any children’s names to/in photographs (an exception is made 
for material on bulletin boards within the FMW campus buildings).  
 
I have read this agreement, and I make it willingly on behalf of my child.  

___________________________________________ Date ____/___/______ 
Signature of Parent/guardian/custodian  mm/dd/yyyy 
 

********************************************************************************* 
This last part is optional and should only be completed at the request of FMW 
 
Release of child name for FMW use on electronic or printed media 

 
I agree that the name of my child, _________________________________________ 

 (Print First and Last Name) may be posted by Friends Meeting of Washington 
for information, publicity and/or promotional purposes in both electronic 
and/or printed media. 
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I have read this agreement, and I make it willingly on behalf of my child.  

___________________________________________ Date ____/___/______ 
Signature of Parent/guardian/custodian  mm/dd/yyyy 
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Appendix D: 
Group Consent and Hold Harmless Form  

 
Name of Activity: _______________________________________________________ 

Location: _______________________________________________________________ 

FMW Event Coordinator Name: ___________________________________________ 

FMW Event Coordinator Tel. during activity: _______________________________ 

Dates of Activity___/___/_____ to ____/____/______ (mm/dd/yyyy) 

Group name ____________________________________________________________ 

Address:________________________________________________________________ 

City:_______________________________ State: ______________Zip Code:________ 
 
Primary Group Coordinator (older than 18 years of age): 
___________________________________________________________ 

Last Name   First    Middle 

Telephone Primary: (___)_____________ Secondary: (___)_____________ 
(primary must be valid during activity) 

Email:__________________________________________________________________ 

Secondary Group Coordinator (older than 18 years of age): 
____________________________________________________________ 

Last Name   First    Middle 

Telephone Primary: (____)___________ Secondary: (____)_____________ 
(primary must be valid during activity) 

Email:__________________________________________________________________ 
 

I, __________________________________ (Print name), being the group 
coordinator/leader of _________________________________ (Print 
group/Meeting House name) that will be present on FMW property, this 
includes inside and outside, understand that I and my group will take all 
reasonable safety precautions, and that the possibility of an unforeseen hazard 
does exist. I further agree not to hold the Friends Meeting of Washington, DC its 
leaders, employees and volunteer staff liable for damages, losses, diseases, or 
injuries incurred by the member of this group. 

___________________________________________________ Date __/___/______ 
Signature of Primary Group Coordinator mm/dd/yyyy 

______________________________________________________________________________________ 
Last Name    First    Middle 

On a separate page please print a list (First name, last name) of all participants in 
your group. 
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Appendix E: 
Sign-in and Sign-out Sheet for FMW Children’s Activity 

Name of Activity:_____________________________________________ 
(Return this to CSC after event) 

 
Date of Event: _____/_____/____ (mm/dd/yyyy)   Page 1 of ___ 
 

 Child’s First and Last 
Name (PRINT): 

Parent/ Guardian/ 
Custodian, First and 
Last Name (PRINT) 

Sign Dropoff Sign Pickup 

1     

2     

3     

4     

5     

6     

7     

8     

9     

10     

11     

12     

13     

14     

15     

16     

17     

18     

19     

20     
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Appendix F: 
 

Useful Links 
 
DC Child and Family Safety 
http://cfsa.dc.gov/service/report-child-abuse-and-neglect 
See links within the  page on signs of abuse/neglect 
 
DC statutory law online: 
http://dc.gov/DC/Government/DC+Courts+&+Laws/DC+Laws 
choose the link “DC Official Code” 
 
Baltimore Yearly Meeting Publications: 
http://www.bym-rsf.org/publications/ 
choose the link on the left entitled “Policies” 
 
Last verified: 2013-October 

http://cfsa.dc.gov/service/report-child-abuse-and-neglect
http://dc.gov/DC/Government/DC+Courts+&+Laws/DC+Laws
http://www.bym-rsf.org/publications/
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Appendix G: 
 

Extracts from Applicable DC Statutory Law 
 
Definition of Child Abuse: 
 
1623-01 Definitions 
 
(23)(A) The term “abused”, when used with reference to a child, means:  
(i) infliction of physical or mental injury upon a child;  
(ii) sexual abuse or exploitation of a child; or  
(iii) negligent treatment or maltreatment of a child.  
(B)(i) The term “abused”, when used with reference to a child, does not include 
discipline administered by a parent, guardian or custodian to his or her child; 
provided, that the discipline is reasonable in manner and moderate in degree 
and otherwise does not constitute cruelty. For the purposes of this paragraph, the 
term “discipline” does not include:  
(I) burning, biting, or cutting a child;  
(II) striking a child with a closed fist;  
(III) inflicting injury to a child by shaking, kicking, or throwing the child;  
(IV) nonaccidental injury to a child under the age of 18 months;  
(V) interfering with a child's breathing; and  
(VI) threatening a child with a dangerous weapon or using such a weapon on a 
child. For purposes of this provision, the term “dangerous weapon” means a 
firearm, a knife, or any of the prohibited weapons described in section 22-4514.  
(ii) The list in sub-subparagraph (i) of this subparagraph is illustrative of 
unacceptable discipline and is not intended to be exclusive or exhaustive.  
 
Definition of Neglect  
 
1623-01 Definitions 
 
(9)(A) The term “neglected child” means a child:  
(i) who has been abandoned or abused by his or her parent, guardian, or 
custodian, or whose parent, guardian, or custodian has failed to make reasonable 
efforts to prevent the infliction of abuse upon the child. For the purposes of this 
sub-subparagraph, the term “reasonable efforts” includes filing a petition for 
civil protection from intrafamily violence pursuant to section 16-1003;  
(ii) who is without proper parental care or control, subsistence, education as 
required by law, or other care or control necessary for his or her physical, mental, 
or emotional health, and the deprivation is not due to the lack of financial means 
of his or her parent, guardian, or custodian;  
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(iii) whose parent, guardian, or custodian is unable to discharge his or her 
responsibilities to and for the child because of incarceration, hospitalization, or 
other physical or mental incapacity;  
(iv) whose parent, guardian, or custodian refuses or is unable to assume the 
responsibility for the child's care, control, or subsistence and the person or 
institution which is providing for the child states an intention to discontinue 
such care;  
(v) who is in imminent danger of being abused and another child living in the 
same household or under the care of the same parent, guardian, or custodian has 
been abused;  
(vi) who has received negligent treatment or maltreatment from his or her 
parent, guardian, or custodian;  
(vii) who has resided in a hospital located in the District of Columbia for at least 
10 calendar days following the birth of the child, despite a medical determination 
that the child is ready for discharge from the hospital, and the parent, guardian, 
or custodian of the child has not taken any action or made any effort to maintain 
a parental, guardianship, or custodial relationship or contact with the child;  
(viii) who is born addicted or dependent on a controlled substance or has a 
significant presence of a controlled substance in his or her system at birth;  
(ix) in whose body there is a controlled substance as a direct and foreseeable 
consequence of the acts or omissions of the child's parent, guardian, or custodian; 
or  
(x) who is regularly exposed to illegal drug-related activity in the home.  
 
Definition of Criminal Background Check: 
 
4-1501.05a. Assessment of information obtained from criminal background 
check. 
(a) The information obtained from the criminal background check shall not create 
a disqualification or presumption against employment or volunteer status of the 
applicant unless the Mayor determines that the applicant poses a present danger 
to children or youth. In making this determination, the Mayor shall consider the 
following factors: 
(1) The specific duties and responsibilities necessarily related to the employment 
sought;  
(2) The bearing, if any, the criminal offense for which the person was previously 
convicted will have on his or her fitness or ability to perform one or more of such 
duties or responsibilities;  
(3) The time which has elapsed since the occurrence of the criminal offense;  
(4) The age of the person at the time of the occurrence of the criminal offense;  
(5) The frequency and seriousness of the criminal offense;  
(6) Any information produced by the person, or produced on his or her behalf, 
regarding his or her rehabilitation and good conduct since the occurrence of the 
criminal offense; and  
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(7) The public policy that it is beneficial generally for ex-offenders to obtain 
employment.  
(b) The Mayor and covered child or youth services providers shall not employ or 
permit to serve as an unsupervised volunteer an applicant who has been 
convicted of, has pleaded nolo contendere to, is on probation before judgment or 
placement of a case on the stet docket because of, or has been found not guilty by 
reason of insanity for any sexual offenses involving a minor. 
(c) If an application is denied because the applicant presents a present danger to 
children or youth, the Mayor shall inform the applicant in writing and the 
applicant may appeal the denial to the Commission on Human Rights within 30 
days of the date of the written statement. 
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