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Form Template: (Adapted from Plan to Protect)

Ministry / Location: __________________________________________
Date of Audit: ______________________________________________
Auditor(s): _________________________________________________
Ministry Area(s) Audited: ____________________________________


Step 1: Pre-Audit Documentation Review

☐ Current volunteer list requested
☐ Volunteer list received and reviewed
☐ Verification completed that all volunteers are fully screened in accordance with policy
Notes / Comments:




Step 2: Outside-of-Program Review (Facility & Records)

Facility Walk-Through

☐ Facility walk-through completed, with attention to high-risk areas
☐ Clear sightlines into classrooms observed
☐ Doors and windows open where required by policy
☐ Location of first-aid kits identified
 Location(s): ______________________________________________
☐ Incident Report forms stored with first-aid kits
☐ Incident Report forms stored separately
 If separate, location: ______________________________________

Notes / Observations:






Records & Files Review

☐ Volunteer files reviewed
☐ Random volunteer names cross-referenced against screened worker records
☐ Volunteer files stored in a locked, secure location
 Location: ______________________________________________
☐ Attendance records reviewed
☐ Sign-in / sign-out sheets located
 Location: ______________________________________________
☐ Records are maintained, current, and accessible
Notes / Observations:






Step 3: Children’s Ministry Observation (if applicable)
☐ Children’s ministry programming observed
Compliance with the following was documented:
☐ Appropriate vs. inappropriate touch observed
☐ Washroom supervision guidelines followed
☐ Occasional observations occurring in classrooms
☐ Two-adult rule (unrelated adults) followed
☐ Supervisors on duty (if applicable)
☐ Discipline steps followed appropriately
☐ Open-door policy maintained
☐ Sightlines into classrooms maintained
☐ Check-in / check-out procedures followed
☐ Attendance accurately recorded
Notes / Observations:





Step 4: Youth Ministry Observation (if applicable)
Supervision & Accountability
☐ Appropriate adult-to-youth ratios met
☐ Two-adult rule (unrelated adults) followed
☐ Supervisors or ministry leaders present and accessible
☐ No one-on-one isolated interactions observed in closed or unobservable spaces

Interaction & Boundaries
☐ Appropriate touch observed
☐ No sexually suggestive language or jokes observed
☐ No private counseling in isolated spaces
☐ Clear boundaries maintained in conversations and activities

Washroom & Movement Guidelines
☐ Adults do not enter youth washrooms unless emergency protocol is followed
☐ Youth movement between spaces is monitored

Youth Ministry Practices
☐ Occasional supervisory observations occur
☐ Discipline steps align with policy
☐ No physical discipline observed
☐ No shaming, intimidation, or isolation observed
☐ Activities are age-appropriate and appropriately supervised
☐ Open-door policy and sightlines maintained

Check-In / Check-Out & Dismissal
☐ Attendance recorded
☐ Clear dismissal procedures communicated
☐ Youth are not left unsupervised after program end
☐ Parent/guardian pick-up expectations defined
Notes / Observations:






Step 5: Debrief Meeting
☐ Debrief meeting conducted
 Date & Time: __________________________________________
☐ Debrief conducted with:
 ☐ Ministry Leader
 ☐ Program Leader(s)
 ☐ Other: _____________________________________________
The following were documented:
☐ Observations
☐ Concerns
☐ Immediate risks or gaps
Summary Notes:



Step 6: Findings & Reporting
☐ Findings reviewed collaboratively
Identified:
☐ Best practices observed
☐ Inconsistencies or policy gaps

Clearly noted in report:
☐ Policies being followed
☐ Policies not being followed
☐ Written report completed within two (2) weeks
Report includes:
☐ Recommendations
☐ Timelines for compliance


Step 7: Leadership Reporting & Follow-Up

☐ Findings reported to:
 ☐ Chairman of the Board
 ☐ Ministry Leader(s)
 ☐ Senior Leadership
☐ Required improvements identified
☐ Compliance timelines established
☐ Action plan developed to achieve compliance
☐ Follow-up review scheduled
 Date: ______________________________________________


Auditor Signature: ____________________________ Date: __________

Ministry Leader Acknowledgement: ______________ Date: __________


____________________________________________________________________________
OFFICE USE ONLY
☐ Entered into Database: Date: _____________ Signature: ___________________________
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