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I. Introduction 
The enclosed information is intended to serve as a guideline to 

assist you in promulgating a church policy to reduce the risk of 

child sexual abuse.  As you may be aware, churches are not 

immune from law suits should such abuse occur.  Examples of 

the basis for liability for a church whose employee or volunteer 

abuses a child are negligent or improper supervision and 

negligent hiring or retention of both employees and volunteers. 

We are confident that this information is accurate and up to date 

as of January 1999.  When used with discretion by qualified 

individuals, this information should serve as a valuable tool in 

aiding churches to understand the issues involved and adopt 

measures to prevent situations which could harm children and 

result in liability on the part of the church.  However, this 

document should not be considered  legal advice or a substitute 

for experienced employment law counsel.  California Southern 

Baptist Convention strongly recommends seeking legal advice 

when developing these policies.  The laws are constantly 

changing, in fact, before we could complete this sample we had 

to amend this policy to account for new laws.  (Disclaimer:  

This Sample Policy is solely for illustrative purposes.  It is 

recommended that each church solicit the advice of an 

independent and qualified attorney.  California Southern Baptist 

Convention assumes no liability for reliance on this form.) 

Below are the steps to making your church child abuse safe. 

Reducing the Risk of Child Sexual Abuse in Your Church
1
 was 

used to develop the structure of the following sample policy.  

Reducing the Risk of Child Sexual Abuse in Your Church is a 

complete and practical guidebook for prevention and risk 

reduction.  It is highly recommended you secure a copy of 

Reducing the Risk of Child Sexual Abuse in Your Church  or 

some other reputable resource to aid in the development of 

policies.  In addition, a quiz to help evaluate your current needs 

is included in Appendix A.  The quiz can be duplicated. 

Caution:  The Sample Child Abuse Position Statement and 

Sample Policy raise some concerns.  By spelling out certain 

procedures which churches will take in hiring employees and 

volunteers , the churches could possibly create some contractual 

liability to its congregation to exercise care over and above that 

required by law.  In other words, even if the church does 

everything legally required, if some steps outlined in the 

statement are not followed, failure to follow those procedures 

can be grounds for liability.  Simply put, be sure you are able to 

comply with your own policies.   

The following Sample Policy has been prepared by the Healthy 

Church Group of California Southern Baptist Convention, a 

Cooperative Program Ministry.  For additional information 

                                            
1
 Richard Hammer, Steven W. Klipowicz, and James F. Cobble, 

Jr., Reducing the Risk of Child Sexual Abuse in Your Church 

(Matthews: Church Law & Tax Report, 1993). 
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contact the Childhood Specialist of the Healthy Church Group, 

678 E. Shaw Avenue, Fresno, CA 93710 or call (559) 229-9533 

Ext. 237.  Visit our web site at www.csbc.com to get the latest 

revision of “Steps to Making Your Chruch Child Abuse Safe.” 

 
II. Sample Policy 

Step #1 The Screening Process 
Refer to “Practical Screening Tips”,  page 34, Reducing the Risk 

of Child Sexual Abuse in Your Church
2
 

(a)  Application 

All workers, paid and volunteer, are required to complete an 

application.  (See Appendix B)  Upon receipt of application, 

confirm identity when applicant is unknown to church 

leadership.  A photographic identification (such as California 

Driver’s License) should be made on unknown applicants.  

Maintain confidentiality.  Note: California Law views applying 

for employment or volunteer service similarily.  Therefore, 

employment laws apply to recruiting volunteers. 

(b)  Federal Credit Reporting Act Compliance 

In October of 1997, the Federal Credit Reporting Act set new 

guideline for collecting or securing information for applicants: 

includes reference checks, education records checks, 

employment or volunteer service checks,  and criminal records 

checks.  This information is consider by federal law to be 

Consumer Report Information. A notice of an applicants rights 

(Appendix C) is included in this policy and should be provide to 

each applicant along with the application.  Secondly, the 

applicant has to be notified of any Consumer Report Information 

resulting in an adverse decision concerning employment or 

volunteer service.  Appendix D is the required notification letter 

and accompaning Summary of Your Rights Under the Fair 

Credit Reporting Act. 

(c)  Interview 

All workers, paid and volunteer, should be interviewed.  The 

immediate supervisor and his supervisor would conduct the 

interview.  All interviews will be conducted by a minimum of 

two people. Maintain confidentiality. 

(d)  Check References 

Conduct reference checks on all workers, employees and 

volunteers, who are making application.  The reference check 

could be performed via telephone, letter, or personal 

conversation.  Record the contact with each reference.  A 

Reference Contact Form is to be used to collect the information.  

Every reference for every applicant, employees and volunteers, 

should be contacted and the information received recorded in 

written form and included in the employee/volunteer’s file (See 

Appendix E). When contacting references, inform the reference 

of the applicants legal rights under the Federal Credit Reporting 

Act to get a copy of any information producing an adverse 

decision conderning their employment (volunteer service). 

                                            
2
 Ibid 

(e)  Criminal Records Check 

Conduct a criminal records check on all workers, employees and 

volunteers, who are making application.  The criminal records 

check should be a “name check” or a “fingerprint check.”  The 

State of California, Department of Justice provides a method for 

non-profit corporations (churches) to request Criminial Record 

Information.  Contact the Department of Justice at (916) 227-

3460. Once authorized, a church will receive the forms and 

information needed to process Criminal Record Information.  

The information is provided at no cost to qualifying churches, 

but addition services are available for a fee. For more 

information about criminal records checks refer to pages 40-43 

of Reducing the Risk of Child Sexual Abuse in Your Church
3
. 

Note:  Criminal Records Checks - At the writing of these 

policies, January, 1999, there is not a requirement under state 

law to complete finger print or child molestation checks on 

applicants with the exception of programs requiring state 

approval (i.e. schools, church schools, after school programs, 

preschools, church preschools, mother’s day out programs, etc.)  

However, insurance companies are beginning to limit coverage 

to church who do not have screening policies that require 

creiminal records checks.  For the church, criminal records 

checks just a wise practice to screen out potential child 

molesters. 

(f)  Six Month Rule 

Volunteer workers are required to be a member of the church for 

at least six months before they take leadership responsibilities 

for church activities where minors are participating.   

Following the completion of receiving application, interview, 

and reference checks, the immediate supervisor and his 

supervisor would determine the acceptance of the applicant.  

Following at least six months of membership the applicant could 

begin service.  All decisions will be made by a minimum of two 

people. Maintain confidentiality. 

Step #2 The Supervision Process 

(a)  Procedures for preventing child abuse. 

1. The two adult rule:  Two adults, workers completing Step # 

1, would be present during any church activity where minors are 

participating.  Adult is defined as 18 years of age.  In addition, 

at least one of the adults would be over 21 years of age at each 

church activity. 

2. Adequate personnel:  Any church activity where minors are 

present will be canceled or postponed until the two adult rule 

can be met.  Parent’s or guardians are not to leave minors at 

activities when the two adults are not present.  Adults 

responsible are not to accept minors for activities until two 

adults are present. 

                                            
3
 Ibid 
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(b)  Activity approval. 

1. Church approved activities:  All programs and activities will  

be granted approval by the church according to the church 

approval process. 

2. Parental Permission:  Church sponsored programs and 

activities should require parental permission for minors to 

participate (i.e. enrollment, registration, or permission form).  

Any exception to the two adult rule would be after the worker 

has received consent from the child’s parents and notified the 

church of such meeting according to the churches approval 

process. 

Step #3 The Reporting Process 

(a)  Procedures for reporting suspected child abuse. 

1. California’s Legal Obligations:  As of January 1, 1997, 

Clergy in California are mandatory child abuse reporters.  

Mandatory reporters face criminal penalties for not reporting.  

Abuse or reasonable suspicions of child abuse are to be reported 

to your county Child Protective Services immediately and a 

written report filled with Child Protective Services within  36 

hours.  An attorney may be contacted about any doubt you may 

have.   However, you are required to comply with the law in the 

allotted time.   

2. Other church volunteers and members are permissive 

reporters. 

3. Any questionable, suspicious or inappropriate behavior or 

activity should be reported to the pastor or designated reporter. 

4. Workers should be encouraged to warn each other when 

questionable behavior is displayed. 

5. Any inappropriate activity concerning the “Supervision 

Process” will be assessed and corrected immediately.   

6. Abuse or reasonable suspicions of child abuse will be report 

to civil authorities in compliance with the current state laws.  An 

attorney may be contacted concerning any doubts you may have 

about reporting.  If an attorney is contacted, be sure to do so 

within the legal reporting limits.  It is also desirable to inform 

your insurance agent. 

7. The appropriate course of action to respond to inappropriate 

activity will be determined on a case by case basis. 

(b)  Training of volunteers. 

1. New workers will be required to complete training before 

beginning service.  The course will include reporting 

procedures, supervision, identifying suspicious behavior and 

what constitutes child abuse. 

2. The church will conduct periodic training of workers and 

staff regarding reporting procedures, supervision, identifying 

suspicious behavior and what constitutes child abuse. 

 

Step #4 The Education Process 

(a) Promote a proper understanding of what child abuse is.  

Refer to “III. Definitions of Child Abuse.” 

(b) Provide a Child Abuse Position Statement 

(c) The education process will include church leadership, 

volunteers, parents and children. 

1. Prepare the church leadership:  Each leader will be familiar 

with the churches child abuse policies and grasp a clear 

understanding of child abuse.  Leaders will be responsible for 

ensuring new workers complete training before beginning 

service and conducting periodic training of existing workers.  

The training course will include reporting procedures, 

supervision, identifying suspicious behavior and what constitutes 

child abuse.  In addition church leaders will be familiar with 

appropriate action to be taken in the event of an allegation 

(Refer to “Responding To Allegations Of Abuse”, pages 57-59 

of Reducing the Risk of Child Sexual Abuse in Your Church
4
. 

2. Prepare the volunteers: New workers will be required to 

complete training before beginning service and the church will 

conduct periodic training of workers and staff.  Training will 

include reporting procedures, supervision, identifying suspicious 

behavior and what constitutes child abuse.  The workers will 

receive a copy of the Child Abuse Policy. 

3. Prepare the parents:  Parent will be oriented to the churches 

desire to provide a safe and caring environment for their 

children/youth.  As a result a Child Abuse Policy has been 

developed.  Each parent will be given a Child Abuse Position 

Statement and Definitions of Child Abuse.  Parents will have 

opportunity to discuss time implications of the policies.  New 

members will receive the information as part of their new 

member orientation. 

4. Prepare the children:  Children will be periodically 

informed about how to share safety concerns with leaders.  In 

addition, children will have opportunity to learn what behavior 

is appropriate and is not appropriate. 

(Disclaimer:  This Sample Policy is solely for illustrative 

purposes.  It is recommended that each church solicit the advice 

of an independent and qualified attorney.  California Southern 

Baptist Convention assumes no liability for reliance on this 

form.) 

 

                                            
4
 Ibid 
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III. Definitions of Child Abuse 
As defined by The National Committee for Prevention of Child 

Abuse 

Physical Abuse:   

Nonaccidental injury, which may include beatings, violent 

shaking, human bites, strangulation, suffocation, poisoning, or 

burns.  The results may be bruises and welts, broken bones, 

scars, permanent disfigurement, long-lasting psychological 

damage, serious internal injuries, brain damage, or death. 

Neglect:   

The failure to provide a child with basic needs, including food, 

clothing, education, shelter, and medical care; also abandonment 

and inadequate supervision. 

Sexual Abuse:   

The sexual exploitation of a child by an older person, as in rape, 

incest, fondling of the genitals, exhibitionism, or pornography.  

It may be done for the sexual gratification of the older person, 

out of a need for power, or for economic reasons. 

Emotional Maltreatment:   

A pattern of behavior that attacks a child’s emotional 

development and sense of self-worth, such as constant 

criticizing, belittling, insulting, manipulation; also, providing no 

love, support, or guidance. 

 

Sample Child Abuse Position Statement 
 

(Church Name) Church desiring to provide a safe and caring 

environment for our children and youth and to protect those who 

work with our children and youth, has adopted the following 

guidelines and precautions. 

I. Screening of workers with minors. 

A. All workers, paid and volunteer, are required to 

complete an application. 

B. All workers, paid and volunteer, should be interviewed. 

C. Reference checks will be made on all workers, paid and 

volunteer, who are making application to serve. 

D. Volunteer workers are required to be a member of the 

church for at least six months before they can 

responsibilities for church activities. 

II. Supervision of workers. 

A. Two adults would be present during any church activity 

where minors are participating. 

B. Any church activity where minors are present will be 

canceled or postponed until the two adult rule can be 

met.  Parent’s or guardians are not to leave minors at 

activities when the two adults are not present.  Adults 

responsible are not to accept minors for activities until 

two adults are present . 

C. All programs and activities will  be granted approval by 

the church according to the church approval process. 

D. Church sponsored programs and activities will require 

parental permission for minors to participate (i.e. 

enrollment, registration, or permission form).   

E. Any exception to the two adult rule would be after the 

worker has received consent from the child’s parents and 

notified the church of such meeting according to the 

churches approval process. 

 

III. Reporting Process 

A. Any questionable, suspicious or inappropriate behavior 

or activity should be reported to the pastor or designated 

reporter. 

B. Any inappropriate activity concerning the “Supervision 

Process” will be assessed and corrected immediately.   

C. Abuse or reasonable suspicions of child abuse will be 

report to civil authorities in compliance with the current 

state laws. 

D. The appropriate course of action to respond to 

inappropriate activity will be determined on a case by 

case basis. 
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Appendix A 

 

“IS YOUR CHURCH ABUSE SAFE?” 

 

1. Do you or your ministry leaders interview potential workers with minors? Yes No 

 

2. Does your church use a volunteer application for all new recruits? Yes No 

 

3. If you use a volunteer application, does it include a question like:   

 “Have you ever been convicted of a crime?   

 (If you do not use a volunteer application, answer no.) Yes No 

 

4. Have you ever checked the references from a volunteer you didn’t know very well? Yes No 

 

5. Have your volunteers been trained on what to do if they suspect a child has been abused? Yes No 

 

6. Does your church take any precautions to prevent false allegations of child abuse? Yes No 

 

7. Do your volunteers need official church approval to have an activity with a child or several children?  

 Yes No 

 

8. Are your volunteers ever left alone with a child or group of children? Yes No 

 

9. Do you have any guidelines that prevent a volunteer from taking a child home in their car? Yes No 

 

10. Does your Preschool or Children’s ministry have a policy on taking children to the restroom?  Yes No 

 

11. Does your ministry closely supervise teen volunteers who work with children? Yes No 

 

12. Are you and/or your pastoral staff prepared to handle a child abuse situation if it should occur at your 

church? Yes No 

 

Your Score: � 12-11  Excellent!   � 10-9 Good! � 8-1  I’m glad your reading these material! 

 



 

 

POLICY 99-Internet.doc 6 January, 1999 

Appendix B Confidential Volunteer Application Form Page 1 or 3 
 
This application is to be completed by all applicants for any position involving the supervision or custody of minors.  It will 
help our church family provide a safe and secure environment for boys and girls. 

Personal 
Name _________________________________________________________ Date _____________________________ 

Present Address _________________________________________________ SS# _____________________________ 

City ____________________________________________  State _________________ Zip ______________________ 

Day Phone (_________) __________________________ Evening Phone  (_________) __________________________ 

Occupation _______________________________________________________ Marital Status ____________________ 

On what date would you be available to begin?   ___________________________________________________________ 

What is your minimum length of commiment?  ____________________________________________________________ 

Do you have a current driver’s license?  ___Yes  ___No   If yes, please list your driver’s license number: _____________ 

Have you ever been convicted of a crime?  A conviction will not necessarily disqualify an applicant from employment.  

 (Do not include any marijuana-related convictions dated more than two years ago.) ___Yes  ___No    

If yes, please describe all convictions:   __________________________________________________________________ 

Church Activity 
When did you make your profession of faith in Christ?  _____________________________________________________ 

When were you baptized?  ______________________  Have you joined our church? ____________________________ 

 If no, of which church are you a member? ____________________________________________________________ 

List (name, address, phone, person to contact) other churches you have attended regularly during the past five years: 

 ______________________________________________________________________________________________ 

 ______________________________________________________________________________________________ 

List previous church work involving preschooler, children, or youth: 

Church Name __________________________________________ Contact Person __________________________ 

Address _________________________________________________ Day Phone (______) ___________________ 

City ___________________________________________  State _______________   Zip ______________________ 

Type of Work Performed  ______________________________________________ Dates ____________________ 

Church Name __________________________________________ Contact Person __________________________ 

Address _________________________________________________ Day Phone (______) ___________________ 

City ___________________________________________  State _______________   Zip ______________________ 

Type of Work Performed  ______________________________________________ Dates ____________________ 

List previous nonchurch work involving preschooler, children, or youth: 

Church Name __________________________________________ Contact Person __________________________ 

Address _________________________________________________ Day Phone (______) ___________________ 

City ___________________________________________  State _______________   Zip ______________________ 

Type of Work Performed  ______________________________________________ Dates ____________________ 

Church Name __________________________________________ Contact Person __________________________ 

Address _________________________________________________ Day Phone (______) ___________________ 

City ___________________________________________  State _______________   Zip ______________________ 

Type of Work Performed  ______________________________________________ Dates ____________________ 
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Appendix B Confidential Volunteer Application Form Page 2 or 3 

List any gifts, callings, training, education, or other factors that have prepared you for teaching preschooler, children, or youth: 

 ______________________________________________________________________________________________ 

 ______________________________________________________________________________________________ 

Personal References (not former employers or relatives) 

Person _________________________________________ Organization  __________________________________ 

Address _________________________________________________ Day Phone (______) ___________________ 

City ___________________________________________  State _______________   Zip ______________________ 

Person _________________________________________ Organization  __________________________________ 

Address _________________________________________________ Day Phone (______) ___________________ 

City ___________________________________________  State _______________   Zip ______________________ 

 

REQUEST, AUTHORIZATION AND CONSENT FOR  
RELEASE OF INFORMATION TO EMPLOYER  

AND RELEASE FROM LIABILITY  
FOR DISCLOSURE OF INFORMATION 

 

 I understand that in connection with the application process, [Church’s name] may request information from my 
past churches, employers, educational institutions, personal references, and any public or private agencies that have 
issued me either a professional or vocational certification or license.  I also understand that such investigations may 
include a review of any criminal records. [and my credit history.] – Note: This statement may be added to the prior 
sentence if this request is for a paid employee.  Prior to signing this form, I read [Church’s name] Applicant 
Background and Employee Investigation Policy

1
, which I fully understand.  I have provided complete and truthful 

information to [Church’s name] regarding all sources of information about my past church membership, church work 
involving minors, employment, education, licensure, certification, criminal conviction record, [fill in unique sources of 
information as appropriate], as well as any other information requested in the employment (volunteer service) 
application, and have been fully informed that any misrepresentations or material omissions concerning such information 
will be grounds for denying my application, withdrawing any offer of employment (volunteer service), or immediate 
discharge.  In order to assist [Church’s name] in obtaining documents and information to confirm my background, if 
necessary, I hereby consent to the release of information more specifically described below. 
 

REQUEST, AUTHORIZATION AND 
CONSENT TO RELEASE OF 
EMPLOYMENT INFORMATION 
 

 I request, authorize and consent to the release of information to [Church’s name] regarding my previous 
employment and authorize all past church, employer or agents that they may designate, to respond to verbal or written 
inquiries from [Church’s name] regarding my church membership, church work involving minors, employment record, 
including, but not limited to, positions held, dates of employment, last pay rate, work performance, disciplinary records, 
reliability, and any incidents of dishonesty, insubordination, violence, and/or unsafe, harmful or threatening behavior, 
including information based upon materials in my personnel files. 

 
REQUEST, AUTHORIZATION AND 
CONSENT TO RELEASE OF EDUCATION  
RECORDS 
 

 I request, authorize and consent to the release and disclosure of educational records from any and all public or 
private educational institutions that I have attended to [Church’s name].  Such educational records include all records of 
my academic performance, courses attended, grades earned, diplomas, degrees or other certificates conferred.  These 
records are to be released and disclosed to [Church’s name] in connection with a background check pertaining to an 
application for church work involving minors and/or employment.  My consent to the release and disclosure of these 
records applies only to [Church’s name], its agents, servants, officers, or employees.  This consent is given with the 
understanding that [Church’s name] will not transmit the information contained in these records to any other agency or 
person without my written consent. 
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Appendix B Confidential Volunteer Application Form Page 3 or 3 

 
  

REQUEST, AUTHORIZATION AND 
CONSENT TO RELEASE OF PERSONAL 
REFERENCE INFORMATION 
 

 I request, authorize and consent to [Church’s name] contacting the personal references identified in my 
application for purposes of confirming contained in my application for employment and otherwise furthering the purposes 
of [Church’s name] Applicant Background and Employee Investigation Policy.  I specifically request, authorize and 
consent to [Church’s name] verbal or written inquiries addressed to my personal references about the information 
contained in my application, as well as my reliability, honesty and potential tendency, if any, to engage in any form of 
violence or other harmful, unsafe or threatening behavior. 
 

REQUEST, AUTHORIZATION AND 
CONSENT TO RELEASE OF LICENSING 
OR CERTIFICATION INFORMATION 
 

 I request, authorize and consent to the release of information from any public agency or private entity concerning 
any professional or vocational license or certifiation that I have held in the past or currently hold,  including, but not limited 
to, information concerning whether such license or certification is in good standing and any disciplinary or other 
proceedings concerning such license or certification. 
 

REQUEST, AUTHORIZATION AND 
CONSENT TO INVESTIGATION OF 
CRIMINAL RECORDS

2
 

 
 I request, authorize and consent to [Church’s name] through investigation of whether I have a record of criminal 
convictions, and if so, the nature of such criminal convictions and all surrounding circumstances available through lawful 
means. [Church’s name] has advised me that its criminal background check will focus on convictions and that a criminal 
record will not necessarily disqualify me from for church work involving minors and/or employment. 
 
Dated: _________________________________ ________________________________________ 
  Volunteer or Employee Signature 
 
Witness: _________________________________    ________________________________________ 
  Print Name 
 
(Disclaimer:  This form is solely for illustrative purposes.  It is recommended that each church solicit the advice of an 
independent and qualified attorney.  California Southern Baptist Convention assumes no liability for reliance on this form.) 
 
Note:  If you are using this form with a paid worker or staff member you may want to include a “Request, Authorization, 
Consent and Release Regarding Credit Reports” statement.  A sample statement is available through the Department of 
Children/Preschool Ministries. 
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Appendix C Notice of Consumer Report Rights 

(Required by Federal Law) 
 
 
 

IMPORTANT NOTICE TO APPLICANT: 
PLEASE READ THIS NOTICE AND CONSENT 
FORM VERY CAREFULLY BEFORE SIGNING. 
YOU WILL BE PROVIDED WITH A COPY OF 
THIS FORM AT ANY TIME UPON REQUEST 

 
 

NOTICE AND CONSENT CONCERNING CONSUMER 
REPORTS FOR EMPLOYMENT APPLICATIONS AND 

EMPLOYMENT PURPOSES 
 

 
This form, which you should read carefully, has been provided to you because [Church’s name]  
either may request, or has decided to request, consumer reports or investigative consumer reports in 
connection with your application for employment (volunteer service) or during the course of your 
employment (volunteer service) (if any), with [Church’s name].  Any information contained in such 
reports may be taken into consideration in evaluating your suitability for employment (volunteer 
service), promotion, reassignment or retention as an employee.  Such reports, if obtained, will be 
prepared by a consumer reporting agency and may contain information concerning your credit 
standing or worthiness, character, general reputation, personal characteristics, or mode of living.  The 
types of reports that may be requested, include, but are not limited to, credit reports, criminal records 
checks, court records checks, and/or summaries of educational and employment (volunteer service) 
records and histories.  The information contained in such reports may be obtained from public record 
sources or through personal interviews with your neighbors, friends, associates, current or former 
employers, or other personal acquaintances. 
 
If [Church’s name] requests an investigative consumer report, which would include personal 
interviews as described above, you will receive a second notice indicating that the report has been 
requested no later than three days after the request is made to a consumer reporting agency.  This 
additional notice, if issued, will advise you as to your further rights pertaining to investigative 
consumer reports. 
 
If any adverse decision is made with regard to your application or employment (volunteer service) (if 
any) based entirely or in part on the information contained in a consumer report, you will be notified 
as to the basis of that decision and given a copy of the report, as well as a summary of your 
applicable rights.  If you have ever filed for bankruptcy, such information may or may not be relevant 
for employment purposes, but no employment decision will be based solely on this information. 
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Appendix D Adverse Decision Notification 
(Required by Federal Law) 

 
Dear Applicant, 
 
 Your application for volunteer service has been carefully considered.  We have determined not 
to offer you a place of service at this time.  In addition to the information contained in your 
application, [CHURCH NAME] also reviewed the information contained in a consumer report or 
investigative consumer report, which was requested with your written consent.  This is to notify you 
that information in this report or reports influenced the decision to deny your application for volunteer 
service.  Copies of any consumer report(s) or investigative consumer report(s) received by [CHURCH 
NAME] are enclosed. [CONSUMER REPORTING AGENCY], a consumer reporting agency, 
compiled and provided the report or reports enclosed.  Contact information for this agency is as 
follows: 
 
[CONSUMER REPORTING AGENCY] 
 
[ADDRESS AND TELEPHONE NUMBER OF AGENCY] 
 
[TOLL FREE TELEPHONE NUMBER OF AGENCY] 
 
[CONSUMER REPORTING AGENCY] did not make any decision concerning your volunteer service 
and cannot provide the reason for any decision made.  You nevertheless have a right to contact 
[CONSUMER REPORTING AGENCY] to dispute any information in this report that you believe may 
be inaccurate or incomplete.  You also have a right to obtain from that agency an additional free copy 
of any consumer or investigative consumer reports provided to us in connection with your application.  
The federal Fair Credit Reporting Act (FCRA), 15 U.S.C. & 1681 et seq., governs your rights with 
regard to the accuracy and use of this information.  A summary of these rights is enclosed. 
 
Very truly yours, 
 
 
 
 
 

Appendix A to Part 601 

 
Prescribed Summary of Consumer Rights 

 
The prescribed form for this summary is as a separate document, on paper no smaller than 8 x 11 
inches in size, with text no less than 12-point type (8-point for the chart of federal agencies), in bold 
or capital letters as indicated.  The form in this appendix prescribes both the content and the 
sequence of items in the required summary.  A summary may accurately reflect changes in numerical 
items that change over time (e.g., dollar amounts, or phone numbers and addresses of federal 
agencies), and remain in compliance. 
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A Summary of Your Rights 
Under the Fair Credit Reporting Act 

 

The federal Fair Credit Reporting Act (FCRA) is designed to promote accuracy, fairness, and privacy 
of information in the files of every “consumer reporting agency” (CRA).  Most CRAs are credit 
bureaus that gather and sell information about you – such as if you pay your bills on time or have 
filed bankruptcy – to creditors, employers, landlords, and other businesses.  You can find the 
complete text of the FCRA, 15 U.S.C. 1681-1681u, at the Federal Trade Commission’s web site 
(http://www.ftc.gov).  The FCRA gives you specific rights, as outlined below.  You may have 
additional rights under state law.  You may contact a state or local consumer protection agency or a 
state attorney general to learn those rights. 
 

• You must be told if information in your file has been used against you.  Anyone who uses 
information from a CRA to take action against you – such as denying an application for credit, 
insurance, or employment – must tell you, and give you the name, address, and phone number of 
the CRA that provided the consumer report. 

 

• You can find out what is in your file.  At your request, a CRA must give you the information in 
your file, and a list of everyone who has requested it recently.  There is no charge for the report if 
a person has taken action against you because of information supplied by the CRA, if you request 
the report within 60 days of receiving notice of the action.  You are also entitled to one free report 
every twelve months upon request if you certify that (1) you are unemployed and plan to seek 
employment within 60 days, (2) you are on welfare, or (3) your report is inaccurate due to fraud.  
Otherwise, a CRA may charge you up to eight dollars. 

 

• You can dispute inaccurate information with the CRA.  If you tell a CRA that your file contains 
inaccurate information, the CRA must investigate the items (usually within 30 days) by presenting 
to its information source all relevant evidence you submit, unless your dispute is frivolous.  The 
source must review your evidence and report its findings to the CRA.  (The source also must 
advise national CRAs – to which it has provided the data – of any error.)  The CRA must give you 
a written report of the investigation and a copy of your report if the investigation results in any 
change.  If the CRA’s investigation does not resolve the dispute, you may add a brief statement to 
your file.  The CRA must normally include a summary of your statement in future reports.  If an 
item is deleted or a dispute statement is filed, you may ask that anyone who has recently received 
your report be notified of the change. 

 

• Inaccurate information must be corrected or deleted.  A CRA must remove or correct 
inaccurate or unverified information from its files, usually within 30 days after you dispute it.  
However, the CRA is not required to remove accurate data from your file unless it is 
outdate (as described below) or cannot be verified.  If your dispute results in any change to 
your report, the CRA cannot reinsert into your file a disputed item unless the information source 
verifies its accuracy and completeness.  In addition, the CRA must give you a written notice telling 
you it has reinserted the item.  The notice must include the name, address, and phone number of 
the information source. 

 

• You can dispute inaccurate items with the source of the information.  If you tell anyone – such as 
a creditor who reports to a CRA – that you dispute as item, they may not then report the information to 
a CRA without including a notice of your dispute.  In addition, once you’ve notified the source of the 
error in writing, it may not continue to report the information if it is, in fact, an error. 
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• Outdate information may not be reported.  In most cases, a CRA may not report negative 
information that is more than seven years old; ten years for bankruptcies. 

 

• Access to your file is limited.  A CRA may provide information about you only to people with a 
need recognized by the FCRA – usually to consider an application with a creditor, insurer, 
employer, landlord, or other business. 

 

• Your consent is required for reports that are provided to employers, or reports that contain 
medical information.  A CRA may not give out information about you to your employer, or 
prospective employer, without your written consent.  A CRA may not report medical information 
about you to creditors, insurers, or employers without your permission. 

 

• You may choose to exclude your name from CRA lists for unsolicited credit and insurance 
offers.  Creditors and insurers may use file information as the basis for sending you unsolicited 
offers of credit or insurance.  Such offers must include a toll-free phone number for you to call if 
you want your name and address removed from future lists.  If you call, you must be kept off the 
lists for two years.  If you request, complete, and return the CRA form provided for this purpose, 
you must be taken off the lists indefinitely. 

 

• You may seek damages from violators.  If a CRA, a user or (in some cases) a provider of CRA 
data, violates the FCRA, you may sue them in state or federal court. 

 

The FCRA gives several different federal agencies authority to enforce the FCRA: 

For Questions or Concerns Regarding: Please Contact: 

CRAs, creditors and others not listed below Federal Trade Commission 
Consumer Response Center – FCRA 
Washington, DC  20580 
202-326-3761 

National banks, federal branches/agencies of foreign banks 
(word “National” or initials “N.A.” appear in or after bank’s name) 

Office of the Comptroller of the Currency 
Compliance Management, Mail Stop 6-6 
Washington, DC  20219 
800-613-6743 

Federal Reserve System member banks (except national 
banks, and federal branches/agencies of foreign banks) 

Federal Reserve Board 
Division of Consumer & Community Affairs 
Washington, DC  20551 
202-452-3693 

Savings associations and federally chartered savings banks 
(word “Federal” or initials “F.S.B.” appear in federal institution’s 
name) 

Office of Thrift Supervision 
Consumer Programs 
Washington, DC  20552 
800-842-6929 

Federal credit unions (words “Federal Credit Union” appear in 
institution’s name) 

National Credit Union Administration 
1775 Duke Street 
Alexandria, VA  22314 
703-518-6360 

State-chartered banks that are not members of the Federal 
Reserve System. 

Federal Deposit Insurance Corporation 
Division of Compliance & Consumer Affairs 
Washington, DC  20429 
800-934-FDIC 

Air, surface, or rail common carriers regulated by former Civil 
Aeronautics Board or Interstate Commerce Commission 

Department of Transportation 
Office of Financial Management 
Washington, DC  20590 
202-366-1306 

Activities subject to the Packers and Stockyards Act, 1921 Department of Agriculture 
Office of Deputy Administrator – GIPSA 
Washington, DC  20250 

202-720-7051 
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Appendix E Reference Contact Form Confidential 
 
IMPORTANT NOTICE:  The applicant you are providing a reference for has legal rights under the 
Federal Credit Reporting Act to get a copy of any information producing an adverse decision 
conderning their employment (volunteer service).   
 
Name of Applicant    

Date and Time of Contact  ________________________  Method of Contact    

Reference Contacted  _____________________________  Day Phone (_____)   

Church Name (if applicable)    

Reference Address    

City _______________________________________  State ___________  Zip   

 

Summary of Conversation  
(Summarize the reference’s remarks concerning the applicant’s fitness and suitability for preschool, children, or youth work.) 

  

  

  

  

  

  

  

  

  

  

  

 

_____________________________ ______________________________ ___________________ 
Signature of Person Contacting Reference Position Date 

_____________________________ 
Print  Name of PersonContact Reference  

 

(Disclaimer:  This form is solely for illustrative purposes.  It is recommended that each church solicit the advice of an independent and 
qualified attorney.  California Southern Baptist Convention assumes no liability for reliance on this form.) 
 


