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CHRISTIAN ACADEMY IN JAPAN 
1-2-14 Shinkawa-cho, Higashi Kurume-shi, Tokyo 203-0013 JAPAN 

Telephone: +81-42-471-0022   Fax: +81-42-475-6102  (or +81-42-476-2200)   E-mail: personnel@caj.or.jp 

                Volunteer  Application 

 
Please return this application by e-mail, fax or mail to the academic office at the above address. 
 

Personal Information      Date ___/____/___        
 

Full name _________________________________________________________________    
 Last                     First                            Middle                    
Address                
 ___________________________________________________________________ 
  

___________________________________________________________________ 
                                                                                                                  Postal code 

 
Telephone ________________________ Birth date  ______/_______/______ 
                         (  mm   /       dd        /     yy    )    
Cell phone________________________ Nationality _______________________________ 
 
Email ________________________________ Gender  ___F   ___M 
 
Connection with CAJ    _________________________________________________________________________  
(Parents, please give name(s) and grade(s) of your child(ren)) 
 
Area of Service 
Please explain how you would like to volunteer. 
 
______________________________________________________________________________________________ 
  
______________________________________________________________________________________________ 
 
References 
Please identify two people who can testify to your character.  
 

 
Name 

 

 
Address 

 

 
Email address & phone no. 

 

 
Relationship 

 
 
 
 
 

 
 
 
 

 
 
 
 

 
 
 
  

 
 

 
 
 
 

 
 
 
 

 
 
 
  

Agreement to Implement CAJ Policies 
 
Have you read the CAJ . . . : 
 
Child Protection Policy?  Yes___  No___ If so, do you agree to comply with it?   Yes___  No ___ 

Universal Precautions Policy?  Yes___  No___ If so, do you agree to comply with it? Yes___  No ___ 

Dress Code? Yes___  No___ If so, do you agree to comply with it? Yes___  No ___ 

Expectations for Volunteers and Drivers?  Yes___  No___ If so, do you agree to comply with them? Yes___  No ___ 

(Copies of driver’s licence (and motor vehicle insurance if using your personal vehicle) 
 must be submitted to the academic office BEFORE transporting CAJ students) 

 
 
I certify that the above information is an accurate and correct statement of my personal history. I understand 
that any misrepresentation of information shall be sufficient cause for rejecting my candidacy. 

 
 

_________________________________________________ ______________________, 20____ 
Signature Date (mm/dd) 

 

please 
attach 
recent 
photo 



 
 
 
 
 

Expectations for all Volunteers 
 

• Comply with all directions from CAJ personnel 
• Model Christ-like behaviour at all times (behaviour, attitude, vocabulary) 
• Comply with CAJ dress code 
• Wear a nametag at all times while on campus 
• Support CAJ Student Handbook expectations regarding behaviour 
• Seek to be “above reproach” while interacting with students 
• Keep CAJ personnel informed of questions and concerns regarding interactions 

with students 
• Comply with CAJ’s Child Protection Policy 
• Comply with CAJ’s Universal Precautions Policy 

 
 
 
 
 

Further Requirements for Volunteer Drivers 
 

• Provide proof of drivers licence before transporting CAJ students or driving a CAJ 
vehicle (a copy must be submitted to the academic office) 

• Provide proof of motor vehicle insurance before transporting CAJ students in your 
personal vehicle (a copy must be submitted to the academic office) 

• Ensure students use seatbelts when transporting CAJ students  
• Comply with all Japanese driving laws 
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Child Protection Policy  
 

INTRODUCTION 
 

It is the policy of Christian Academy in Japan to maintain a school environment free of child 
abuse/neglect. No CAJ board-contracted staff member, volunteer, or student may engage in any 
activity at any time constituting child abuse or neglect. CAJ mandated reporters (see below) 
must report to the headmaster or a principal any suspected child abuse or neglect, both in and 
out of the school setting. 

 
DEFINITIONS 

 
Normal, healthy human relationships between adults and children include expressions of proper 
care. Adults working with children are encouraged to provide a warm, supportive environment. In 
their physical contact with children, adults will seek to meet the child's normal physical and 
emotional needs. Supportive nurture is always to be guided by biblical standards of morality, 
ethics, and prudence. 
 
Child abuse/neglect describes inappropriate, immoral, and/or unethical behavior of an adult 
toward a CAJ student or a minor under 18 years of age, or of a child toward another child where 
there is a difference in power based on age, or physical, intellectual, or emotional capacity. It 
can be perpetrated with or without consent of the victim, can happen in a one-on-one encounter, 
or in a group setting.  However, not all inappropriate behavior constitutes abuse/neglect.  In 
determining whether a particular behavior constitutes child abuse/neglect, the following factors 
will be considered: 

 
1.  Physical abuse. Physical injury inflicted by other than accidental means upon a child by 

another person and includes willful cruelty, unjustifiable punishment, or willful infliction of 
physical pain. 

 
2.  Physical neglect. The negligent treatment or the maltreatment of a child by a person 

responsible for the child's welfare under circumstances indicating harm or threatened harm 
to the child's health or welfare. 

 
3.  Sexual abuse. Sexual assault or exploitation of a child. 
 
4.  Emotional mistreatment. Emotional abuse, deprivation, or neglect of a child. This includes 

the use of threats, intimidation, acts of injustice or indignity by verbal and/or physical 
means (contact or non-contact) against a person. 

 
PREVENTION OF CHILD ABUSE / NEGLECT 

 
1.  Screening 

 
a. CAJ will not hire staff who have a record of child abuse or harassment, as defined by 

CAJ policy. The contracting process will include a background check. 
 
b. Applicants for board-contracted positions will agree in writing with the terms of this 

policy, as part of the contracting processes. 
 
c. Non-board-contracted parties (including teacher substitutes, non-staff coaches and 

volunteers who serve regularly) will agree in writing to the terms of this policy. 
Generally, volunteers will be supervised by a board-contracted staff member and will 
not be left alone with children. 

 
2.  CAJ will foster a climate of belief (i.e., it is possible that child abuse could take place) and 

"freedom to tell." 
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3.  All board-contracted parties shall: 

 
a. Participate in appropriate training annually which will include a review of this policy 

and indicators of abuse/neglect and appropriate responses. 
 
b. Promote a safe, healthy learning environment as they abide by and implement school 

policy. 
 

4.  If a mandated reporter fails to report reasonably suspected child abuse or neglect, s/he will 
be subject to discipline by CAJ up to, and including, termination. 

 
5.  Pertinent information on this policy will be distributed to parents and students. 

 
DISCOVERY AND REPORTING 

 
1.   Mandated reports 

 
a. At CAJ, all board-contracted parties are mandated reporters and must report 

suspected child abuse or neglect to the headmaster or principals. A mandated reporter 
shall: 

 
1 ) Make a report whenever s/he has knowledge of, or observes, a child whom the 

mandated reporter knows or reasonably suspects has been the victim of child 
abuse or neglect 

 
2) Make a report to the headmaster or principal as soon as is practically possible and 

within 24 hours 
 
3) Prepare and submit a signed, written report thereof within 36 hours of receiving 

the information concerning the incident. 
 

b. "Reasonable suspicion" means that it is objectively reasonable for a person to 
entertain a suspicion, based upon facts that could cause a reasonable person in a like 
position, drawing, when appropriate, on his or her training and experience, to suspect 
child abuse or neglect. 

 
c. The reporting duties under this section are individual and no supervisor, administrator, 

or board member may impede or inhibit the reporting duties, and no person making a 
report shall be subject to any sanction by CAJ for making a reasonable report. 

 
d. Reporting the information regarding a case of possible child abuse or neglect to 

another board-contracted staff member, co-worker, or person other than the 
headmaster or principals shall not be a substitute for making a mandated report to the 
headmaster or principals. 

 
2.  Student reports of child abuse 

 
Any CAJ student who suffers abuse from a CAJ board-contracted staff member, volunteer, 
or student, or knows of a situation where it has occurred, is to report to a CAJ mandated 
reporter, who will call in another mandated reporter to witness the student's information. 
Having received information, the mandated reporters will then make a report and sign it. 

 
3.  Contents of reports 

 
Reports of suspected child abuse or neglect shall include, if known: 

 
a. The name, address, telephone number, and job title of the mandated reporter 
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b. The child's name and address, present location, grade, and birthday 
 
c. The names, addresses, telephone numbers, birthdays of others living in the home, 

and occupation(s) of the child's parent(s) or guardian(s) 
 
d. The information that gave rise to the reasonable suspicion of child abuse or neglect 

and the source or sources of that information 
 
e. The name, address, telephone number, and other relevant personal information about 

the person or persons who might have abused or neglected the child 
 

The mandated reporter shall make a report even if some of this information is not known or 
is uncertain to him or her. 

 
4.  Protection from liability for erroneous reports 

 
A mandated reporter or other individual whose report turns out to be false shall not incur 
liability for reports made in good faith. Liability will not incur unless it is proven that a false 
report was knowingly submitted or made with "reckless disregard of the truth or falsity of 
the report." 

 
INVESTIGATION 

 
1.  During the reporting and investigation process, care must be exercised to protect the 

alleged victim(s), the alleged perpetrator(s), and the reporter(s) by restricting information 
access to those who need and have the authority to know. 

 
2.  Principals will forward reports to the headmaster, unless the headmaster is implicated. If 

the headmaster is implicated, the principal receiving the report will serve in his/her place. 
 
3.  Upon receiving a report, as soon as reasonably possible, the headmaster will: 
 

a. Contact the board chairman, and if the alleged perpetrator is affiliated with a mission, 
contact the mission field leader. 

 
b. Determine, in consultation with the board chair, who will lead the investigation 

 
1) If the alleged offense took place in the school setting or in school relationships and 

is of a criminal nature, CAJ will inform Japanese authorities and receive their 
findings. If it is not of a criminal nature, CAJ will lead the investigation. 

 
2) If the alleged offense took place outside the school setting or outside of school 

relationships, CAJ will refer the investigation to the related mission or to Japanese 
authorities, but will continue to confer with those leading the investigation. 

 
3) CAJ will continue to confer with outside parties involved in the investigation of staff 

or students alleged to have engaged in child abuse or harassment. 
 

c. In cases where CAJ leads the investigation, appoint an investigation team, which 
includes at least the counselor, nurse, and appropriate divisional principal and at least 
one male and one female CAJ board-contracted party. The team will conduct a 
prompt, confidential, and thorough investigation to determine whether reasonable 
grounds exist to believe that abuse has occurred. The team will submit written findings 
to the headmaster. 

 
d. Take appropriate remedial action 
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1) In consultation with the board chair, suspend the service/attendance of the alleged 
perpetrator(s) for some or all of the investigative period. CAJ employees will be 
suspended with pay. Alleged perpetrators who are students will not be permitted 
to attend class, but will not be penalized academically during the investigative 
process. 

 
2) Take steps immediately to ensure the safety and privacy of the reporting person(s) 

and the alleged victim(s) and perpetrator(s). 
 
3) Notify the victim's parents as soon as reasonably possible about the allegations 

and the investigation process. 
 
4) Provide referrals for counseling and referrals for care to alleged victim(s), near 

victim(s), and perpetrator(s). 
 

e. Review investigative findings in consultation with the board chair. 
 

CONSEQUENCES 
 

1.  If the investigation indicates that reasonable grounds do not exist to believe that abuse has 
occurred, the headmaster will notify the board chairman of this. If CAJ has led the 
investigation, a statement of exoneration will be given to CAJ parties wrongly accused of 
child abuse. 

 
2.  If inappropriate behavior is substantiated but does not constitute harassment, abuse, or 

neglect, the perpetrator will be subject to appropriate disciplinary consequences. 
 
3 . If the investigation indicates that reasonable grounds do exist to believe that abuse has 

occurred, the headmaster will submit a copy of the report to the board chair. 
 
4.  The headmaster, board chair, and/or investigative team (if so directed) may consult and/or 

report to legal counsel and/or Japanese authorities (such as the police and child welfare 
agency). 

 
5.  The headmaster, in consultation with the board chair, shall notify appropriate parties of 

his/her recommendation to the board regarding the substantiated allegation. The final 
decision on termination or expulsion shall be made by the board, but it is expected that: 

 
a. Board-contracted parties found to have engaged in child abuse/neglect, shall be 

terminated. 
 
b. Non-board-contracted parties (including teacher substitutes, non-staff coaches, and 

volunteers who serve regularly) found to have engaged in child abuse/neglect shall be 
prohibited from providing further services for CAJ. 

 
c. CAJ students found to have engaged in child abuse/neglect shall be expelled. 

 
 

 



  

  

Dress code 
 
 
 
At CAJ, we try to make a positive impression on each other and on those outside our community. We also do 
whatever we can think of to provide an undistracting working environment. In order to do these two things, we need 
to decide on a standard of what is appropriate in many areas, including dress.  
 
Appropriate dress applies to administration, staff, and students alike whenever and wherever they might represent 
the school. The principal, in consultation with the administration, interprets the rules and his/her judgment is final. 
 
Dress code is a school function code.  It applies whenever a staff member or student is on campus for school 
events (either as participants or spectators) or off campus and representing the school (either as participants or 
spectators) on school functions (field trips, concerts, games etc.).  
 
All staff members are required to uphold the dress code both through modeling appropriate attire and through 
supporting the dress code by sending students they suspect of violating the code to the Academic Office to speak 
to the appropriate principal.  If a staff member suspects a dress code violation and does not respond, he/she is not 
doing his/her job.  Principals decide whether a student is violating dress code; staff members do not.  
 
We try to be positive when stating rules, but the following guidelines are listed negatively to make them as clear as 
possible. 
 

As a community of people, we do not want to see: 
• underwear  
• buttocks  
• cleavage  
• bare midriff (may not be exposed when standing, walking, or sitting) 
• skin-tight clothing (except for socks)  
• ripped or torn clothing 
• bare legs above half-way up the thigh (shorts - must be no shorter than half-way up the thigh when the 

person is standing; skirt - must not be shorter than 10cm above the knee) 
• clothing which advertises or proclaims ideas or products that contradict our school's mission or student 

objectives  
• clothing, hairstyles or body accessories that might intimidate or leave a negative or misleading impression 

with fellow students, younger children, guests at our school, or with the outlying Japanese community of 
which our school is a guest (this includes areas which our students commute through) 

• clothing, hairstyles, or body accessories that might distract other students from learning 
• clothing or body accessories that might cause damage to students or school property  
• clothing that is culturally inappropriate (meaning both in our host Japanese culture and/or CAJ culture) to 

specific occasions like banquets, concerts and graduation ceremonies 
• hats in chapel 
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Universal Precautions Policy 
 
 
Universal precautions, an approach to infection control, is based on the premise that all human blood 
and certain human body fluids should be handled as if known to be infectious for Human 
Immunodeficiency Virus (HIV), hepatitis B virus (HBV), and other blood borne pathogens. 
 
HIV and HBV can be found in blood, semen, vaginal secretions, and breast milk. Other body fluids 
such as feces, urine, vomitus, nasal secretions, sputum and saliva may contain infectious germs that 
cause other diseases. Since it is not always possible to know when blood or body fluids are infectious, 
all fluids should be handled as if infectious. Therefore, students and staff should routinely observe 
the following universal precautions for the prevention of infectious diseases. 
 

1. Put on disposable waterproof gloves whenever you expect to come in direct hand contact with 
blood, other body fluids, or items and surfaces contaminated by such. This applies to incidents 
including, but not limited to, caring for nosebleeds, cuts, cleaning up spills, or handling clothes 
soiled by blood or body fluids. 

2. After use, remove the gloves without touching the outside surface, and dispose of them in a 
plastic lined waste container. Do not reuse gloves. 

3. Wash your hands and other contacted skin surfaces thoroughly for 30 seconds with soap and 
warm running water, rinse under running water, and thoroughly dry with disposable paper towels 
using paper towels to turn off faucet at these times: 
a. Immediately after any accidental contact with blood, body fluids, drainage from wounds, or 

with soiled garments, objects, or surfaces. 
b. Immediately after removing gloves. 
c. Before handling food (eating or food preparation). 
d. After using the toilet. 
e. After coughing, sneezing or using tissues. 

4. Clean surfaces and equipment contaminated with blood or body fluids with soap and water and 
disinfect them promptly with a fresh solution of bleach (nine parts water to one part bleach) or 
other disinfectant. While cleaning, wear disposable gloves and use disposable towels whenever 
possible. Rinse mops or other non disposable items in the disinfectant. 

5. Place used gloves, bloody dressings, tissues, and other soiled absorbent materials into plastic 
bags or lined waste containers. 

6. Place soiled towels and other laundry in plastic lined recepticle. Presoak with disinfectant and 
launder with soap and water. 

7. Dispose of urine, vomitus or feces in the sanitary sewer system. 
8. Do not care for others’ injuries if you have any cuts, abrasions, cracks, or other skin conditions 

where the skin is not intact. Cover cuts or scratches with a bandage until healed. 
9. Use a mouthpiece, resuscitation bag or other ventilation device if possible when performing 

mouth-to-mouth resuscitation. 
10.Immediately report any exposure incident to the school nurse. 

 




