
APPENDIX 10: Ensuring Safe Physical Environments and Safe Technology 

Checklist for Safe Environment 

Visibility 

 In 
Place 

In 
Process 

Not Yet 
Started 

Not  
Needed 

Have you assessed your facility for visibility?     
Keeping in mind programming needs, do you have a written 
plan for changes that can be made to maximize visibility 
and plans to maintain that visibility? 

    

Do you have mirrors to improve visibility in areas that are 
out of the line of vision of staff as appropriate? 

    

Do you have windows, as appropriate, in doors that may be 
closed when the room is in use?  

    

Do you have a written policy in place for those rooms that 
cannot have a window installed that includes whether the 
door is to be left open and who is allowed to be in the 
room under what circumstances? 

    

For programming that cannot be observed, does your 
policy require that it be interruptible? 

    

Have you secured all unsafe, isolated, or concealed spaces?     
Do you have signs that clearly mark areas that are off 
limits? 

    

Does all space used by children/youth have adequate 
lighting? 

    

Have you checked for blind spots and eliminated them to 
the extent possible? 

    

Do you have written policies that address parental access?     
Do you have written policies that address staff/child ratios?     
Do you have written policies that address on-site toileting, 
showering, and personal grooming spaces including who 
can access them, when, and under what supervision? 

    

Do you have written procedures aimed at managing spaces 
such as bathrooms when they are used by more than one 
child at once, paying special attention to spaces that are 
used by youth of different ages and developmental 
capacities?  

    

Do you have a Safety Committee of staff and youth that 
periodically walk through facility and conduct safety 
surveys to note potential problem areas and needed 
maintenance?  

    

Do you have a written procedure for checking the visibility 
of spaces to be used for off-site activities? 

    

Do you inform everyone what spaces are off limits during 
off-site activities? 

    



Do you have a procedure for assuring that both youth and 
adult supervisors know who is responsible for supervising 
who for off-site activities? 

    

Are adult supervisors and participants readily identifiable 
during off-site activities through the use of tee shirts or 
caps etc.? 

    

Do you have a written policy for staff/youth ratios for off-
site activities that is appropriate to the situation? 

    

Do you have written policies for off-site toileting, 
showering, and grooming activities if needed?  

    

Do you have a written procedure for when hands on help is 
required for toileting, grooming, or changing clothes? 

    

Overnight trips     
Do you have written policies for who is allowed to room 
with each other? 

    

Do you have written policies for who is allowed to access 
rooms occupied by youth and rooms occupied by adults? 

    

Do you have written procedures for who will check on 
youth in their rooms, under what circumstances, and how 
frequently? 

    

Are parents informed of sleeping arrangements before 
each trip? 

    

If sleeping in a common area such as a gym, do you have a 
procedure for separating adults and youth, separating 
genders when appropriate, separating older youth from 
younger youth when appropriate? 

    

If sleeping in a common area such as a gym, do you 
assigned adults in teams to watch over the youth? 

    

 

Access 

 In 
Place 

In 
Process 

Not Yet 
Started 

Not  
Needed 

Are your program boundaries clearly defined and marked 
with signage? 

    

If possible, do you have a single point of entry?     
Do you have a written policy for monitoring the entry and 
exit points? 

    

Have you marked and locked areas that are off limits?     
Do you have written procedures for admitting and releasing 
youth? 

    

Do you have written policies and procedures that clearly 
define which people outside of your organization are 
allowed in and how to monitor that? 

    

Do you have a list of who is authorized to pick up a child 
from the program and a written procedure for how to 

    



manage release to someone other than an identified parent 
or guardian? 
Are all non-screened adults accompanied by a screened 
adult when on site?  Do you have a written policy and 
procedure that defines these steps? 

    

Do you have a written policy and procedure for restricting 
vendors and other service or maintenance providers to the 
area in which their service is being provided and are 
children prohibited from those areas? 

    

Are adult supervisors easily identifiable?     
Do you have a written procedure on what to do if an 
unknown or unauthorized person gains entry to the site 

    

Do you have a written procedure for identifying when 
responsibility for a child changes between parents and 
program staff? 

    

Off-Site     
Do you have a procedure for assuring that each child is 
assigned to an adult supervisor and each child and 
supervisor knows who is assigned. 

    

Do you communicate the physical boundaries for activities?     
Do all youth know how to immediately access a supervising 
adult? 

    

Do adult supervisors carry cell phones or radios and can 
they easily communicate with each other? 

    

Do you have written procedures for what to do if an 
unknown or unscreened adult tries to interact with the 
youth? 

    

 

Supervision 

 In 
Place 

In 
Process 

Not Yet 
Started 

Not  
Needed 

Do you have written policies and procedures for 
supervision of youth that are reviewed with all staff, 
volunteers, and youth when appropriate? 

    

Do you have written policies for supervising adult/youth 
ratios? 

    

Are adult supervisors easily identifiable?     
Are older youth who are given responsibility for supervision 
of a younger child working in tandem with a screened adult 
over the age of 18? 

    

Do you have written procedures to assure adult supervisors 
know where their assigned youth are at all times during off-
site activities? 

    

Have you trained youth on what to do if people outside of 
the organization approach them during an off-site activity? 

    



 

Transportation 

 In 
Place 

In 
Process 

Not Yet 
Started 

Not  
Needed 

Do you have written parental consent to transport youth?     
Do you have written policies and procedures that govern 
who can transport youth and under what circumstances? 

    

Do you have written policies that limits the potential for an 
adult to be alone with youth in a vehicle or separates the 
adult and the youth by having the youth sit in the back? 

    

Do you have a policy against transporting children in 
vehicles with tinted windows or panels that eliminate 
visibility? 

    

Do your policies and procedures for transporting youth 
comply with state and local regulations that apply? 

    

Do you have a procedure for check in and check out that 
provides information regarding where drivers are expected 
to be at any given time?  

    

Do you maintain a transportation log which notes all youth 
and adults present in a vehicle at any given time? 

    

 

Technology 

 In 
Place 

In 
Process 

Not Yet 
Started 

Not  
Needed 

Do you have policies and procedures that clearly define 
allowable and prohibited means of electronic 
communication including phone calls, text messages, email, 
and use of social media? 

    

Does more than one adult have access to email, texting, 
and social media accounts that are used for communication 
between adults and youth? 

    

Do you have monitoring software that limits access to 
inappropriate websites for computers and tablets that are 
used by youth? 

    

Do you have written policies that prohibit adults from 
joining social media pages belonging to youth in the 
program and prohibits adults from inviting program youth 
to join their page? 

    

Do you obtain written permission from parents for any 
electronic communication with youth, specifying which 
accounts will be used? 

    

Do you have written policies governing the use of personal 
devices to communicate electronically with youth? 

    

Are technological devices prohibited from bathrooms and     



spaces used for personal grooming? 
 

Communication 

 In 
Place 

In 
Process 

Not Yet 
Started 

Not  
Needed 

Do you send regular reminders of the responsibilities 
associated with maintaining safe physical and virtual 
environments (i.e. newsletters, posters, bulletins)? 

    

Does the organization’s leadership send periodic 
statements concerning ongoing commitment to the safe 
environment policies? 

    

Are the safe environment policies and procedures widely 
distributed? 

    

Are there checklists or other tools about what is necessary 
to have in place or to have accomplished to be considered 
in compliance? 

    

Do you communicate your Safe Environment practices to 
parents? 

    

Do you communicate your Safe Environment practices to 
youth participants? 

    

Do you have ongoing training in safety policies and 
procedures? 

    

Are the results of “safety audits” widely distributed?     
Is there a mechanism in place for awards, certificates or 
recognition of efforts to ensure the safety of children/youth 
in the organization’s care? 
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