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I. Purpose 
 

The purpose of this handbook is to provide policies and procedures for the Children's Ministry of Faith 
Fellowship Church and the volunteers who work in that ministry. Changes may be made from time to 
time in the policies and procedures contained in this handbook without prior written or oral notice. 
The main objective of this policy is to provide a safe environment for the children (newborn through 
age seventeen) entrusted to the Church. In seeking to accomplish this objective, two other important 
objectives are being accomplished: the protection of the Church’s workers from false allegations as 
well as the reduction of the Church’s risk and liability exposure. 
 
To accomplish the above, the Church must implement the Prevention Policy and then proceed to 
monitor its effectiveness.  Accordingly, those in leadership within the Church, must regularly, 
consistently and without exception, ask the following questions:  
 

(1) Has every paid and volunteer worker involved in any manner within nursery/children/youth 
ministry on behalf of this Church been trained regarding this policy and has each such worker 
fulfilled the corresponding requirements? If not, immediate steps need to be taken to remedy 
the situation. 
 
(2) Are all workers following the required policies? If not, what obstacles still exist which are 
holding back the required level of cooperation? How can full cooperation of every worker be 
achieved? 
 
(3) Is every new member of this Church being introduced to the policies and procedures that 
have been established? If not, copies of the policies must be distributed and their contents 
communicated accordingly. 

 
This policy must always be monitored. If not, the risk of child abuse and personal injury is likely to 
increase, along with the Church’s legal liability An integral part of implementing this policy is ensuring 
that the Church’s insurance policy provides coverage for liability arising from abuse situations. 
 

 

VISION AND VALUES 
 

Mission  
 
To lead all children to be fully devoted followers of Christ.  
 
Vision  
 
Inviting all kids to know Christ in a way that transforms their daily lives and the lives of those 
around them. 
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Values 
 

TRUTH-BASED  

We believe that God's word is foundational truth, and it is our heart to train every kid to use it 
as their guide, authority, and conscience in everything.  

RELATIONAL  

We believe that life-change happens best in the context of relationships. Gifted, godly, and 
passionate adults who exhibit Christ to children, their families, and each other will show kids 
how to do the same. This modeling will impact God's Kingdom for generations to come.  

ADVENTUROUS  
It is our commitment to challenge kids beyond the rules of church toward a vibrant growing 
relationship with Christ.  

INNOVATIVE  

We believe in inspiring kids to greatness by pursuing excellence in our programs, risking in our 
attempts to be innovative and ruthlessly examining everything we do in order to remain 
biblical, relevant and effective.  

NURTURING  

We believe that spiritual growth happens best in an atmosphere of emotional safety, physical 
security, and sanitary conditions. We are committed to exceptional standards in these areas. 

 
 

II. Those Working with Children 
 

All people who work with children through the ministry of Faith Fellowship Church, paid or 
volunteer shall meet the following standards: 

1.  Workers will be professing believers in Jesus Christ as personal Savior. 
2. There will be a minimum of two workers per room at all times.   
3. Workers agree to abide by the policies in this handbook. 
4. Workers agree to use curriculum that has been chosen and/or approved by Faith 

 Fellowship Church ministerial staff. 
5. Training for workers will be provided on a regular basis covering safety, first aid, 

 CPR, and use of curriculum, facilities, and resources. 
6. Only applicants willing to let the ministry do a background check will be selected. 

 
PAID workers shall meet the following additional standards: 

1. Paid workers will participate annually in training related to First Aid/CPR and will 
 maintain certification in CPR. 

2. Paid workers will be oriented upon hiring and reviewed annually regarding the 
 policies and procedures for their area of job performance. 

3. A confidential screening form is to be completed by all applicants for paid 
 positions involving the supervision of children.  An applicant or worker who has 
 been convicted either of child sexual or physical abuse will not work in any 
 capacity with children at Faith Fellowship Church. 
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A.  Enlistment and Screening 
  
Faith Fellowship Church calls upon volunteers to serve in various roles throughout the 
Children’s Ministry program.  Workers are screened using the following procedures: 

a.  Application 
 
All Children’s Ministry volunteers must complete the Volunteer Application and 
Consent to Background Checks, including providing references.  Background checks 
will be performed on an annual basis.  The current form of the Volunteer Application 
and Consent to Background Checks is available upon request. 
 

b. Interview 
 

  All Children’s Ministry volunteers must submit to an interview by either a Ministerial 
  Staff member or the Children’s Ministry Leader. 
 

c.        Criminal History Check 
 
  Individuals who have been arrested for, charged with, are on deferred adjudication or 
  regular probation for, or have been convicted of sexually oriented or sex related  
  crimes either, misdemeanor or felony, cannot serve in any area of children’s ministry.  
  Faith Fellowship Church will screen using the Instant Background Check program and 
  will rely upon the truthful answers of its reference checks and volunteers for this  
  information. 
 

d.    Revocation 
 
  Faith Fellowship Church reserves the right to revoke any volunteer’s ability to serve in 
  the Children’s Ministry with or without notice at any time for any reason or for no  
  reason at all. 
 

B. Volunteer Behavior 
   

 Volunteers should always be above reproach in their words and conduct. They are 
to behave in a Godly manner, demonstrating Christian conduct, respect, honesty and 
trustworthiness. All volunteers must fill out and keep up-to-date a Faith Fellowship Church 
“Volunteer/Paid Worker Application” Form. (i.e. address, phone number, etc.) These forms 
are to be reviewed annually.  Please remember to notify FFC and/or Children’s Ministry 
Director/leader immediately of any changes that may need to be made to this form. 
 
 Workers must not be involved in any of the following activities with older children: 
extended hugging, kissing, sitting on lap, be alone with a child or inappropriate touching.  
In the event a child approaches an adult leader with the intent to hug or kiss, or 
unexpectedly does so, the adult leader should accept the affection, but should quickly as 
possible, in a non-rejecting manner, encourage a more appropriate form of physical 
contact. Appropriate expressions for ages 0-3 include picking up the child, comforting the 
child, holding the hand of the child.  
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 Appropriate physical contact for ages 4+ could include a handshake, pat on the 
back, quick hug of encouragement with hands on the shoulder area and a ‘high five’. 
Workers must model kindness, be calm, set age-appropriate limits and teach children to 
solve problems with words. Under no circumstances may children be humiliated, 
neglected, slapped or spanked. 
 
 Volunteers who are not feeling well should not lead a group of children. 
Notification to the Children’s Ministry Leader should be made as soon as possible so a 
replacement is on duty to assist in the supervision and/or instruction of children.  

 
C. Staff and Volunteer Support 

 
 It is our goal, not only to provide for safety of our children and youth, but also to support 

and provide, to the best of our ability, a system of procedures that will protect the staff 
and volunteers from being falsely accused of wrongful acts.  This is accomplished by: 

 
a. Screening potential leaders to determine where a volunteer would be best suited 

 to use their gifts, abilities, interests, and experiences. 
b. Providing leadership development that will further prepare the volunteer for 

 leadership within a group or class. 
c. Adhere to the Procedures in section III – Safety Procedures. 
d. Providing coverage for all staff and volunteers under the Faith Fellowship Church 

 Insurance Policy with periodic reviews to ensure the Policy covers all the areas of 
 our Church Ministry. 

 

III.  Safety and Security 
 

 Workers are expected to be in their assigned rooms at least FIFTEEN Minutes prior to their 
 scheduled class or activity time. 

 Observe the two-worker rule at all times. 
 Parents are responsible for insuring that their child arrives to the assigned room and that a 

 worker is present before leaving the child.  Parents or other authorized person are also 
 responsible for picking up a child at the end of the activity. 

 Workers must remain on duty until all children have been picked up by their parents 
 guardian, or authorized person.  Any child who has not been picked up within a 
 responsible amount of time of the scheduled ending of an activity shall be reported to a 
 ministerial staff member.  The ministerial staff member or Ministry leader will first discuss 
 the problem with the child’s parents and look for solutions.  If the problem continues to 
 occur, the ministerial staff member and/or Ministry Leader may choose to report the 
 situation to the proper authorities. 

 Children will not be allowed to roam unattended or go into rooms alone. 
 Volunteer workers will be encouraged to participate in First Aid and CPR training offered 

 on a regular basis. 
 First Aid supplies will be kept in any and all rooms that are being used for child-care. 
 All accidents, injuries, and sickness will be reported to the parent and the Children’s 

 Ministry Leader.  An Accident, Injury and Sickness Report Form will be filled out on each 
 occurrence. 

 Use of any child’s photograph or name on the church web site will occur only with the 
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 written permission of the parent or guardian.  Use Permission to Place Child’s Name and 
 Picture on the Church Web Site Form. 

 Large or overnight events (such as lock-ins or overnight trips like Kids-Kamp): 

 The recommended adult-to-child ratio will be one adult to every six children 
 present. 

 It is also recommended that an appropriate number of males/females are present 
 at such events (ratio being the same as adult/child recommendation). 

  
  A.  Training 
   Each new paid and volunteer worker, involved with children, must receive  
   training on this policy.  The policy should also be reviewed with all volunteers on 
   an annual basis to refresh their awareness of the contents. 
 
  B.  Teaching Classes 
 
   There will be a minimum of 2 adult teachers for every Sunday School class.   
   Whenever there is only one adult leader in a classroom with children, the door will 
   Remain slightly open or a window should be available allowing anyone passing to l
   look in without interrupting the teaching process. 
 
  C.  Children’s Church 
   
   A minimum of one adult leader assisted by a helper to be present at all sessions. 

 The helper could be a Church member, or member of the Youth Group who would 
be available to go for assistance if needed.  This is to ensure children remain in 
group setting, outside doors and secure, etc.  The helper must not be left alone 
with the children.  The leader will record the names of the children in attendance 
and sign the record sheet.  Records to be maintained as outlined in the section 
“Record Keeping”.  If an adult leader, or a helper, is not available, Children’s 
Church will be cancelled and the children returned to their parents. 

 
D. Record Keeping 

 
Complete records are to be kept for each Sunday School class, Children’s Church, 
Nursery/Toddler or other group activities.  These records are to include the names 
and ages of children, addresses, telephone numbers and parent name(s).  As well, 
an emergency contact person(s) should be recorded if possible. 
 
To maintain confidentiality, these records are to be stored in a locked file in a safe 
designated location.  There will be a maximum of four (4) people with access to 
these files.  It shall be the responsibility of these four (4) people to ensure that all 
teachers, leaders and helpers are aware of any pertinent information relating to 
any children, youth, etc., who are participating in their respective programs. 
 
An accurate sign-in procedure will be maintained for each child in the 
Nursery/Toddler department.  The child’s name, parent name(s) and parent 
location during the service or meeting shall be recorded.   Special needs of a child 
should be noted on the sign-in sheet. 
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Attendance records for Nursery/Toddler area, Children’s Church, Sunday School 
classes and other group activities are to be maintained and signed by the person 
recording the information.  The names of the leaders/volunteers are also to be 
listed for each occasion.   
 

E. Class Size/Ratio 
Faith Fellowship Church will adhere to these class size ratios: 
 
FOR INFANTS: 

 One volunteer to every two infants. 
 

FOR TODDLERS: 
 One volunteer to every four toddlers. 

 
FOR TWO AND THREE YEAR OLDS: 

 One volunteer to every five children 
 

FOR FOUR AND FIVE YEAR OLDS AND KINDERGARTEN: 
 One volunteer to every seven children 

 

IV. Medications and/or Illness 
 

1. For the protection of all, children showing any signs of illness should not be brought to 
 church or church related activities (i.e. fever in the prior 24 hours, vomiting, diarrhea, sore 
 throat, rashes, eye infection, etc.) 
2. Workers at church will not administer any medicines (over the counter or prescription) to 

any child at any time.  Children needing medications must be given these medications by 
their parents at the time needed.  Any exception to this rule must be made by Faith 
Fellowship Church ministerial staff and may be made in situations involving field trips 
and/or overnight retreats, for example. 

3. Children who become will while participating in a church activity will be isolated from 
other children but kept in under visual supervision by a worker.  Parents or guardian will 
be notified and asked to come and get the child. 

 

V.  Reporting Accidents/Injuries 
 
 Occasionally during the course of programs, both in the church or off-site activities, injury(s) can 

occur.  These may be minor or major in nature.  After appropriate assistance has been given to the 
injured child or leader, a written “Accident Investigation Report” is to be completed by the group 
leader or appropriate person from the Church leadership staff.  A description of the accident, 
contributing factors and treatment given should be noted.  Witnesses to the accident should be 
listed with addresses and phone numbers for follow0up purposes.  These reports will be given to 
the church office for safe keeping and notification to the church staff will be made. 

 
 In any case of accident or injury, parent notification should be observed at the child’s request.  If 

the parent is present in the same building or location, the parent(s) should be notified by both 
“Accident Report” and verbal notification.  Any question whether to notify, should be clarified by 
the Children’s Ministry Leader or Church Staff.   
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VI.  Child Abuse-A Policy Regarding Child Abuse 
 

The disturbing and traumatic rise of physical and sexual abuse of children has claimed the 
attention of our nation and society.  The following policies reflect our commitment to provide 
protective care of all children and workers who participate in church sponsored activities. Faith 
Fellowship Church supports and maintains an environment free of child abuse and neglect. Child 
abuse and neglect include physical or mental injury, sexual abuse, negligent treatment, or 
maltreatment. It is against the law and against Faith Fellowship Church's policy for any volunteer 
or employed staff, male or female, to physically, sexually, or mentally abuse or neglect any child.  
Faith Fellowship Church reserves the right to refuse membership, to dismiss or to exclude from 
affiliation with Faith Fellowship Church any volunteer or employee who is or has been convicted of 
child abuse or neglect of any child.  

 

I.  What is Child Abuse or Neglect? 
 
The following are definitions of abuse: 
 
A.  Inflicting injury upon a child. 

Inflicts, causes to be inflicted, or allows to be inflicted upon such child physical injury, by 
other than accidental means, which causes death, disfigurement, impairment, of physical 
or emotional health, or loss or impairment of any bodily function. 
 

B.  Placing a child in a situation where they will likely be injured, creates a substantial risk of 
physical injury to such child by other than accidental means which would be likely to cause 
death, disfigurement, impairment of physical or emotional health, or loss or impairment of 
any bodily function. 
 

C. Involving or allowing a child to be engaged in sexual activity, committing or allowing to be 
committed, any sex offense against such child. 
 

D. Torturing a child. 
Commits or allows to be committed an act or acts that cause intense suffering, whether 
emotional or physical, or inflicts excruciating pain upon such child. 
 

E. Excessively punishing a child. 
Inflicts excessive corporal (physical) punishment. 
 

F. Texas State law as it defines neglect (or failure to properly care for a child):  
 

(A)  The leaving of a child in a situation where the child would be exposed to a 
substantial risk of physical or mental harm, without arranging for necessary care for 
the child, and the demonstration of an intent not to return by a parent, guardian, or 
managing or possessory conservator of the child; 

(B)  The following acts or omissions by a person: 



This document is for information sharing purposes only.  Faith Fellowship Church expressly 

forbids use of any information from this document except by its authorized representatives.  

This document is only intended to be used in the normal operations of Faith Fellowship Church 

and any misrepresentations are not the responsibility of Faith Fellowship Church. 

 

10 

 

(i)  placing a child in or failing to remove a child from a situation that a 
reasonable person would realize requires judgment or actions beyond the 
child's level of maturity, physical condition, or mental abilities and that 
results in bodily injury or a substantial risk of immediate harm to the 
child; 

(ii)   failing to seek, obtain, or follow through with medical care for a child, 
with the failure resulting in or presenting a substantial risk of death, 
disfigurement, or bodily injury or with the failure resulting in an 
observable and material impairment to the growth, development, or 
functioning of the child; 

(iii)  the failure to provide a child with food, clothing, or shelter necessary to 
sustain the life or health of the child, excluding failure caused primarily by 
financial inability unless relief services had been offered and refused; 

(iv)  placing a child in or failing to remove the child from a situation in which 
the child would be exposed to a substantial risk of sexual conduct harmful 
to the child; or 

(v)  placing a child in or failing to remove the child from a situation in which 
the child would be exposed to acts or omissions that constitute abuse 
under Subdivision (1)(E), (F), (G), (H), or (K) committed against another 
child; or 

(C)  The failure by the person responsible for a child's care, custody, or welfare to 
permit the child to return to the child's home without arranging for the necessary 
care for the child after the child has been absent from the home for any reason, 
including having been in residential placement or having run away. 

G. Allowing a child to witness the abuse of someone else, including: 
1. Witnessing sexual acts or pornographic materials 
2. Sexually inappropriate statements, comments or seductiveness 
3. Witnessing any physical abuse of another 

 
H. Emotional abuse, including: 

1. Verbal comments, actions or statements that would cause a child to believe their 
person, emotions, physical form, family, race, background, religious background, 
or social status is somehow bad, inferior, unacceptable or shameful 

2. Witnessing the emotional abuse of others 
 
 The important principle is to report your suspicions to the Children’s ministry Director/Leader or 

church staff/Elder Board. 
 
In addition, Faith Fellowship Church shall:  
Report the incident to the appropriate local law enforcement agency's child abuse investigators.  
Report the incident of abuse to all other appropriate governmental authorities.  
Conduct all further investigations as directed by the Board of Faith Fellowship Church. 
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II.   In General, abuse is physical, mental or sexual maltreatment; neglect of the health and welfare; or       

        exposing to any unreasonable risk, a person under 18 years of age (hereinafter termed “child”). 
 

1. Survivors of childhood sexual or physical abuse need the love and acceptance of this church 
family.  Individuals who have such a history should discuss their desire to work with children in 
confidential counseling with the Pastor, Associate Pastor, or Children’s Ministry 
Director/Leader prior to engaging in any volunteer service. 

2. All workers should observe the “two teacher” rule and not be alone with children. 
3. All workers will immediately report any behavior that seems abusive or inappropriate to the 

Pastor, Associate Pastor, Children’s Ministry Director/Leader or Elder Board. 
4. SPECIFIC REPORTING PROCESS: 

BASIC STEPS TO BE FOLLOWED IN POSSIBLE ABUSE CASES: 

 All efforts to handle the incident will be well documented immediately. 

 The incident will immediately be reported to ministry supervisors. 

 We will contact the proper civil authorities. 

 We will notify the parents. 

 We will take allegations seriously; reach out to the victim and his or her family; and treat 
the accused with dignity and support. 

 If the accused is an employee or volunteer of Faith Fellowship Church, that person will be 
relieved temporarily of his or her duties until the investigation is finished. 

5.  THE FOLLOWING REPORTING PROCEDURES FOR VOLUNTEER STAFF: 

 If a child or student is observed to have signs of physical abuse (bruises caused by hitting, 
unexplainable injuries, etc.), volunteer staff should call these things to the attention of a 
pastoral staff member immediately. 

 If a child or student verbally accuses a family member or other person of abusing them in 
some way, the volunteer staff member should ask appropriate questions in an attempt to 
determine the veracity of the claims and the imminence of danger. 

 Whether clearly true or questionable in the estimation of the volunteer staff member, the 
allegations or observations should be put in writing on the day of the incident, including a 
verbatim/exact account of the observation and/or accusation (see Accident/Incident 
Report).  Every detail of the events (including date, time of day, names or persons 
involved, etc.) should be included in this report.  The person making the report should give 
a copy to the pastoral staff member who oversees that area of ministry.  These reports 
must be kept safe and confidential. The pastoral staff member will be responsible for 
making a determination as to the appropriate actions to be taken as follow-up to these 
observations/accusations. 

 
6.  DEFINING SEXUAL ABUSE 

a. Touching 
 Fondling-touching the body on private parts 
 Inappropriate kissing 
 Intercourse (consensual or non-consensual) 
 Oral or anal intercourse 
 

b. Non-touching 
 Sexual remarks 
 Showing Pornography 
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 Watching any sexual activity 
 Exhibitionism 
 

7. DETECTING SEXUAL ABUSE 
 *Most cases of sexual abuse go undetected.  There may be no apparent physical signs, or 

there may be physical signs detected only through medical examination. 
 

 The cases that are reported are generally reported by abused children to their 
parents, siblings, or other caretakers—often in the form of casual remarks that 
lead the listener to query further. 

 Most children say nothing.  They may not realize that what was done to them was 
wrong.  Or they may be too embarrassed or frightened to speak up.  They may not 
want to get the offender in trouble—especially if a friendship has developed 
between offender and victim. 

 

A.  Physical Indicators 
 

 Difficulty in walking or sitting 

 Torn, stained, or bloody underclothing 

 Pain or itching in the genital area 

 Bruises or bleeding in external genitalia, vaginal or anal area 

 Venereal disease, especially in preteens 

 Pregnancy 
 
B.   Behavioral Indicators 

 

 Unwilling to change clothes for physical activity events or participate in 
physical activity events. 

 Withdrawal, fantasy or infantile behavior 

 Bizarre, sophisticated, or unusual sexual behavior or knowledge 

 Poor peer relationships 

 Delinquency or running away 

 Reports sexual assault by caretaker 
 
  These signs can be indicative of other problems and are not exclusively tied to sexual 

abuse.  But the repeated occurrence of an indicator, or the presence of several indicators, 
warrants further investigation. 
 

8. No physical punishment is to be used in any circumstance when relating to children at 
church activities.  If a child should be removed from the group for disciplinary reasons, he 
will never be out of sight of a worker.  This separation will be for no longer than one 
minute per year of the child’s age. 
 

9. No child will be deprived of snacks or drinks for disciplinary reasons. 
 

10. Children who present behavior that endanger others will be dealt with in a manner 
consistent with our Guidelines for Discipline.  A child may be removed from participating in 
an activity and his parent(s) informed of his removal for a period of time, if necessary. 
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VII.  Discipline 
 

1. Plan your lessons thoroughly. Often the best deterrent to a discipline policy is a well-
planned class.  
 

2. Pray for both the children and for yourself, as the teacher, for God’s Guidance for that day 
and for that class. 
 

3. Be firm, but kind and accepting. 
 

4. Consistency --Maintain consistency in handling discipline problems. Discipline must be 
consistent to be effective. Do not threaten a consequence unless you intend to follow 
through. At the beginning of class, remind your class of the guidelines.  
 

5. No physical punishment is to be used under any circumstances. 
 

6. Should a child be removed from the group for disciplinary reasons, he/she will never out of 
sight of a worker. 
 

7. No child will be deprived of snacks or drinks for disciplinary reasons. 
 

8. Redirection should be the first corrective action. 
 

9. Help the child use words to talk about feelings. 
 

10. Avoid showing the child “how it feels.”  Negative responses to negative behavior teach the 
child to respond negatively and reinforce negative behavior.  Remain calm and stay in 
control of each situation. 
 

11. Model appropriate behavior.  Use a calm voice and caring, loving attitude toward each 
child and his parents. 
 

12. Use positive statements.  Tell the child what you want rather than what you do not want.  
Stress “DO”, instead of “DON’T”. 
 

13. Reward acceptable behavior with genuine praise and encouragement. 
 

14. Set reasonable and clear limits.  Involve children in helping set limits and making decisions. 
 Use problem solving statements like:  “What could we do?  What would happen if…”? 
 

15. Be aware of each child’s tempo.  Some children are slower than others and need more 
time.  Avoid causing frustration and disappointment in children and yourself by allowing 
each child to work at his own pace. 
 

16. Provide opportunities for children to make choices.  Give a child a choice only if she has a 
choice and you are willing to accept her choice. 
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17. Deal with a child’s inappropriate behavior, but leave his personality intact. 
 

18. Always get the child’s attention before talking—perhaps a soft touch on the shoulder as 
you calmly say her name.  Look at the child’s eyes as you talk to him. 
 

19. Use clear statement.  Avoid nagging about a problem. 
20. Stop actions before they happen.  Know your children.  Be aware of all situations at all 

times.  Be ready to move to a situation and redirect a child before an inappropriate act 
occurs. 
 

21. When dealing with negative behavior, ask yourself:  “what happened? How did it happen? 
 What caused it?”  After careful evaluation, deal with the situation in a positive manner.  
Be consistent in your actions. 
 

22. Send “I” messages rather than “you” messages.  Say:  “When the ball is thrown too hard 
I’m afraid someone will get hurt.  We roll the ball in this game.” 
 

23. Avoid clutter! 

 
Guardian Involvement  
        VOLUNTEERS MUST FOLLOW THESE GUIDELINES IN NOTIFICATION OF GUARDIANS:  
 

1. When to pull a guardian  
 
A guardian should be called from the auditorium by the Children’s Ministry Director in the 
event that the child is completely inconsolable (after ten minutes of care) or a danger to 
himself or other children.  
 
2. Teacher initiated discipline issue  
 
In the event of a teacher initiated discipline situation, the teacher should contact the 
Children’s Ministry Director and set up a time to discuss the incident. The Children’s Ministry 
Director will then notify the guardian to discuss the appropriate action to be taken regarding 
the incident. It is left to the Children’s Ministry Director’s judgment to bring in the teacher to 
further discuss the incident and appropriate measures to be taken.  

 
 

VIII.  Emergencies 
 
In case of an emergency, do the following: 
 

A. Medical Concerns 
 
Immediately report any medical needs or concerns to the Children’s Ministry 
Director/Leader or Church Staff.  The notified person will decide if 911 and/or the 
parent/guardian should be called in case of an unclear situation.  The teacher should remain 
calm and divert the attention of the other children.  The victim should be kept quiet and 
lying down, if at all possible. 
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B. Missing Child 
 
In the event that a child is missing, the Children’s Ministry Director/Leader is to be notified 
immediately.  The Children’s Ministry Director/Leader should continue the search, notify 
guardians, and/or increase church awareness.  All should remain calm and rational while 
moving in as timely a manner as possible.  Legal authorities should be contacted by the 
Children’s Ministry Director/Leader if deemed necessary. 
 

C. Fire/Evacuation 
 
The first priority in any case of a fire is that all children and volunteers’ safety is to be 
maintained.  Any attempt by volunteers to put out a fire is absolutely forbidden unless 
judgment to do so is unquestionable and presents no possible danger to anyone present.  In 
the event of a fire, teachers are asked to lead children from the building through the nearest 
marked exit.  Please stress the following rules: 

 Absolutely no talking. 

 Absolutely no running. 

 Follow the teacher’s lead. 
 

IX.  Children with Special Needs 
 

1.  No Child shall be denied participation in the children’s programs of Faith Fellowship Church 
for reason of physical or mentally challenging conditions. 

2. Children who are physically or mentally challenged shall be included in classes to which they 
have access. 

3. Parents or guardians of a child with special needs shall be actively involved in making sure 
that workers know how to maximize the child’s participation in the activity.  Additional 
workers may be provided to insure a child’s special needs are met. 
 

X.  On-Campus Activities 
 

1. The 2 adult rule must be followed (2 adult leaders, who are Child Protection Policy cleared, 
must be present.) 

2. Permission slips must be obtained from all the children’s parents. 
3. Cross-gender sleepovers must be cleared through the Faith Fellowship Church Staff. 
4. As long as any children are awake, one of the leaders must also be awake to ensure 

monitoring of safe behavior. 
5. Information sheet regarding emergencies must be obtained from the parent(s), including 

numbers and locations where parents and children can be reached. 
6. Leaders should check with parents and use good judgment regarding PG movies.  No PG-13 

or R rated movies. 
7. Appropriately modest sleeping attire must be worn. 
8. In the event of a cross-gender sleepover on campus, boys and girls must sleep in separate 

rooms properly supervised with same gender leaders. 
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XI.  Off-Campus Activities 
 

1.  The parent(s) must be present in the home during a sleepover. 
2. The 2 adult rule needs to be followed.  A leader and one parent must be present if there are 

up to eight (8) children.  An extra leader must be included if there are nine (9) or more 
children.  The goal is to have a leader/adult to student ratio of no less than one leader to 
eight children. 

3. Signed permission slips must be obtained from the students’ parents. 
4. The sleep over must be cleared through the Faith Fellowship Church Staff. 
5. As long as any students are awake, one of the leaders must also be awake to ensure 

monitoring of safe behavior. 
6. No mixed gender-sleepovers. 
7. Appropriately modest sleeping attire must be worn. 
8. A general discussion should be held between the leader and the parent(s) to discuss areas of 

potential risks and steps taken to safeguard the minors from inappropriate material.  Some 
topics to be aware of and discuss include the following: 

 Internet access and use, especially regarding pornography. 

 Possible pornographic videos in the home. 

 Possible pornographic television stations. 
 Leaders should check with parents and use good judgment regarding PG movies. NO PG-13 

or R rated movies. 
 Other items/devices which could be harmful to a student (such as fireworks, guns, etc.) 

 

XII.  Nursery Policies and Procedures 
 

A. General Nursery Procedures 
 

I. Nursery/Toddler Rooms 
The Church nursery is an important aspect of our children’s ministry and as such we seek 
to provide the best care for our children.  The following guidelines are in place to make the 
nursery/toddler area a safe place for young children. 
 
There will be a minimum of two adults in the nursery.  When there are more than 3 infants 
or 5 toddlers, additional helpers are to be recruited to assist in the care of the children.  
When there is only one baby/toddler in the nursery there will be a minimum of two 
volunteers. 
 
Children using the nursery/toddler area must be signed in and signed out of the area by 
the same adult or a pre-authorized adult.  When the child is being signed in, the worker 
must record any particular medical information that is needed for the child. (i.e. asthma, 
food allergies, etc.) 
 
The nursery/toddler facilities are designed for children age 3 and under. Parents are 
requested not to send children over the age of 3 to the nursery/toddler rooms.  This will 
allow the area to be kept clean and safe for younger children. 
 
Workers observing the toddlers must ensure that activities and toys are appropriate only 
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for toddlers and must be kept out of the reach of infants. 
 
Workers must ensure children remain in their controlled area at all times.  In addition, the 
door between the Nursery and Toddler Room MUST be closed at all times to ensure safety 
among each age group. 
 
When toddlers require trips to the bathroom, a nursery worker must supervise the 
children in the washroom. 
 
The changing table must be located where the child being changed can be easily seen by 
another nursery worker, or two workers should be present in the room where the 
changing table is located. 
 
Please remember that ALL items that come with the child should always be ready to go 
home with the child when the parent(s) arrive for pick-up.  Children should be dressed and 
clothed the way the parents brought them with all articles of clothing intact.  Please do not 
hand parents loose articles of clothing at pick-up.  They should be either on the child or 
located in their bag.  In case of no bag, place in a supplied bag from the church.   

 

B. Nursery Health Policies 
  In order to insure a safe and healthy environment for your children and the Nursery Workers, 

please do not bring your child if he/she has had any of the following symptoms within the past 
24 hours: 

 

 Diarrhea, illness, food or medication induced 

 Vomiting 

 Fever (100 or above) 

 Undiagnosed rash 

 Open sores 

 Runny nose (anything but clear) 

 Discharge in and around the eye(s) 
 

C.    Nursery Cleanliness 

 Every crib sheet, blanket and burp cloth is to be changed after each usage of the 
Nursery/Toddler rooms.  A basket for soiled linens will be located in the Church 
Secretary’s office for washing.   

 All toys need to be disinfected with a disinfecting spray and checked to make sure they 
are not broken after each use.   

 All tables, chairs, doorknobs and diaper changing areas are also to be disinfected after 
each use of the rooms.   

 The First Monday of every month, every toy from the infant room through the two year 
old classrooms are to be washed in a bleach solution to insure the utmost safety for our 
children and the prevention of the spread of germs and diseases.  This will be carried 
out by either the Children’s Ministry Director/Leader or another member of the 
Children’s Ministry Team.   

 All trash and soiled diapers shall be removed after each usage of the Nursery/Toddler 
rooms.   
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 OUR CHURCH IS DEDICATED TO PROVIDING A SAFE AND CLEAN PLACE FOR OUR CHILDREN. 
 
D. Diaper Changing Procedure 

 
 Special care is taken with diaper changing and disposal: 
  

1. Have two adults present in the room during diaper changes. 
2. Wash your hands and put on gloves. 
3. Place clean disposable diaper on the changing surface. 
4. Remove the soiled diaper and wipe child’s bottom from front to back with diaper wipes 

until clean.  Do this in order to prevent urinary tract infections.  (Pay particular attention to 
and cleanse the skin creases.) 

5. Place the soiled diaper in a plastic bag along with your gloves.  Close and knot the bag and 
throw it in the trash or diaper Genie after finishing the diaper change. 

6. Put the clean diaper on the child and remove child from the changing area. 
7. Disinfect the changing area after each change. 
8. Finally, Wash your hands!!!!  (Soap and water)  If you are changing more than one child’s 

diaper one right after the other, you may use the sanitizing wipes. 
 
 

E. Important Information For the Parent(s): 
 

1. Make sure all items brought to the Nursery are labeled with your child’s name (bottles, 
pacifiers, etc.)  Please be sure to pre-measure or mix formula before leaving the child with 
the nursery/toddler workers. 

2. Pick up a pager from the nursery worker. 
3. Hand your child over the door to the Nursery Worker. 
4. PLEASE LET US KNOW OF ANY ALLERGIES 
5. When picking up your child from the Nursery, please return the pager to the Nursery 

Worker. 
6. If you are new to the church please fill out the registration card that is on the clipboard for 

the sign-in/out. 
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XIII.   Appendices 
 

1. Volunteer Application/Background Check Form 
2. Parent/Child Information Form/Photo Permission Waiver 

3. Incident Report Form 

4. Travel Waiver 
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FAITH FELLOWSHIP CHURCH 
 
BY  S IGNING THIS FORM YOU  ACKNOWLEDGE THAT YOU  HAVE READ AND UNDERSTAND ALL THAT 

THE CHILDREN ’S M INISTRY POLICIES AND PROCEDURES HANDBOOK CONTAINS .    
 

VOLUNTEER/PAID  WORKER  ACKNOWLEDGEMENT  FORM 
 
VOLUNTEER/PAID WORKER ACKNOWLEDGMENT 
 
THIS CHILDREN’S MINISTRY HANDBOOK AND POLICY AND PROCEDURE MANUAL CONTAINS IMPORTANT INFORMATION 

ABOUT FAITH FELLOWSHIP CHURCH.  
 
I UNDERSTAND THAT I SHOULD CONSULT THE DIRECTOR OF CHILDREN’S MINISTRY IF I HAVE ANY QUESTIONS THAT ARE 

NOT ANSWERED IN THE HANDBOOK. 
 
I ALSO ACKNOWLEDGE THAT REVISIONS TO THE HANDBOOK MAY OCCUR AT ANY TIME. 
 
MY SIGNATURE BELOW ACKNOWLEDGES THAT I HAVE RECEIVED AND READ THIS ENTIRE HANDBOOK, INCLUDING, 
BUT NOT ONLY, THE SECTIONS ON: 
 CHILD ABUSE REPORTING AND INVESTIGATION 
 SECURITY 
 EMERGENCY PROCEDURES 
 DISCIPLINE 
 APPROPRIATE/INAPPROPRIATE TOUCH 

 
 
_________________________________      _____________ 
SIGNATURE          DATE 
 
 
 
_________________________________ 
PRINTED NAME 
 
 

 
_________________________________       _____________ 
DIRECTOR OF CHILDREN’S MINISTRY        DATE 

 


