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Purpose: 
The goal of the Children’s Ministry at Sale Street is to teach every child that enters 

our doors that God will always love them. We work to encourage a sense of belonging 

to God’s church and to His plan and design. Each child should feel that they were 

created differently for a special purpose that we all strive toward together. We do this 

by teaching the fundamental elements of the Gospel in as many ways as possible. In 

doing this we prepare our children to represent Christ outside our church and share 

what they have received.  
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Well Child Policy 
1. Children must be symptom free from the following illness without medication for 24 hours 

before entering the classroom: 

• Fever of 100 or higher 

• Vomiting or diarrhea 

• Conjunctivitis (pink eye or other eye infection) 

• Rash 

• Nasal drainage that is green or yellow  

• Sore throat 

• Open sores 

• Cold 

• Excessive coughing 

• Lice 

2. If a child develops any of these symptoms while in class, the parent will be notified to pick up 

the child. If a parent cannot be reached, the child will stay outside the class with the 

children’s ministry coordinator or greeter. 

3. Allergies/Medical Conditions 

• If a child has a noted allergy or medical condition, the child’s nametag is highlighted with 

reverse type. The allergy or medical condition is printed on the nametag. If a parent 

wishes to disclose this information privately, it will be discussed with the Children’s Ministry 

Coordinator and then communicated to the appropriate volunteers. 

• Due to numerous allergies, we ask that only the provided food be served to the children. 

Any other exceptions to this must be first pre-approved by the Children’s Ministry 

Coordinator.  

 

Injury and First Aid 
1. Minor injuries 

a. A small first aid kit is available in each Kidzville room. A larger kit is in the kitchen on 

the lower level, and in the supply closet on the 2nd floor. 

b. If there is an open wound, wash (carefully) with soapy water and apply a bandage if 

necessary. 

c. If a baby has fallen or been dropped, comfort the child and examine for injury. Signs 

of a serious injury include drowsiness/disorientation and an indentation instead of a 

bump that protrudes out. Place a cold compress on the bump and immediately notify 

the Children’s Ministry Coordinator.  

d. If a child has been bitten, wash with soapy water and apply a cold compress. 
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e. ALL injuries should be reported to the Children’s Ministry Coordinator to access the 

situation. A report will also be written for the parent for any injury.  

2. Major/serious injuries 

a. Call 911 if the injury is life threatening 

b. Notify the Children’s Ministry Coordinator (they will notify parents/guardians). 

c. Have an adult stay with the child while the other Kidzville teacher moves the children 

to another safe area. 

3. If you are unsure as of what to do or if the injury is minor or major, please contact the 

Children’s Ministry Coordinator for how to proceed.  

 

Safety and Security 
We believe that it is of utmost importance that our children are nurtured in a safe and responsible 

environment. We also desired that our staff and volunteers be protected from any false allegations 

of misconduct. 

1. Restroom and Diapering 

a. Parents are encouraged to take their toilet-trained child to the restroom prior to 

dropping him/her off in class.  

b. In the Kidzville, Jr. area, restrooms are located in the classrooms. The door must be 

kept ajar and the other adult notified if you are entering a restroom to assist a child. 

No one should be left alone with a child in a restroom. 

c. In Kidzville, children will take group restroom breaks at the beginning of each service 

and at the beginning of Sunday school. If a child needs to use the restroom during 

teaching time, the teacher may allow the child to go to the restroom, but should watch 

the child enter the restroom and notify the hallway monitor that a child is in the 

restroom. If a child does not return after 5 minutes, the hallway monitor should check 

on the child.  

d. For diapered children, check at least once during the service time and change if wet 

or soiled. 

i. Gather materials prior to placing child on the diaper changing table (use the 

diapers and wipes provided by the parent, if they have forgot, you may use 

the church provided materials) 

ii. Wear gloves for each diaper change and wash hands between changes 

iii. Sanitize the diaper changing area 

iv. Never leave a child unattended on the diaper changing area. 

v. For cloth diapers, please see the Children’s Ministry Coordinator prior to 

changing the diaper.  

2. Emergency Procedures 

a. Stay calm, reassuring any distraught children.  

b. All emergency procedures are located in the classrooms in the safety manual located 

in each classroom.  

c. Fire 

i. Prepare to evacuate immediately if you hear the alarm 
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ii. Stay calm. Do not separate yourself from the class and do not allow anyone 

to remove a child. If a parent comes to you, invite them to walk out of the 

building with you but keep all children with you so that we have an accurate 

count.  

iii. Littles and Crawlers – place infants in evacuation crib 

iv. Walkers, Climbers, Jumpers, and Fliers – attach evacuation straps to each 

child (located in classroom) 

v. All classes should go to the designated meeting place. Do not release a child 

until all children have been accounted for and the Children’s Ministry 

Coordinator has approved dismissal.  

vi. Refer to the safety manual and evacuation map for meeting place and way to 

evacuate.  

d. Tornado 

i. Watch – teachers will stay with children until parents/guardians have picked 

up 

ii. Warning – go to the inner hallway and sit down. Verify that all children are 

present. Children’s Ministry Coordinator will then release children to 

parents/guardians. 

3. Two-Adult Rule 

There is a two-adult rule in place for all classrooms. This means there should always be two  

adults, at least one of whom is a woman, present while children are there. This is to protect  

the children from the possibility of abuse and to protect the adults from false accusations. If  

there is a situation in which there is only one adult, the door to the room should be open. 

4. Physical Contact 

Respect, safety, and appropriate boundaries are the guiding principles for physical contact 

between ministry leaders and children. There are many ways to demonstrate affection while 

maintaining positive and safe boundaries with children and youth. 

a. Positive and appropriate forms of affection include: Brief hugs or side hugs; pats 

on the shoulder or back, arms around the shoulders; handshakes, high fives, hand 

slapping, and fist taps; verbal praise; holding hands when walking with, sitting beside, 

kneeling or bending down for hugs/conversations with small children; holding hands 

during group prayer 

b. Inappropriate forms of affection with children: inappropriate or lengthy 

embraces; kisses; holding children over three years old on the lap; showing affection 

in isolated areas; touching knees or legs of children or youth; tickling children or 

youth; piggyback rides; any type of massage given by or received by a child or adult; 

any form of unwanted affection; comments or compliments (spoken, written, or 

electronic) that relate to physique or body development; any touch of underwear 

whether or not it is covered by other clothing; giving gifts or money to individual 

children or youth; private meals with individual children or youth; occupying a bed 

with a child or youth; touching bottoms, chests, or genital areas other than for 

appropriate diapering or toileting of infants and toddlers 
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c. If a child initiates inappropriate types of affection with a volunteer, teacher, or 

another child – please use positive discipline and ask that they refrain from that 

behavior.  

5. Crib Safety 

a. Side rail should always be securely latched. 

b. Crib sheets should be changed between children. 

c. All children under the age of 1, regardless of age, should be placed on their back to 

sleep.  

d. Sleeping infants should be checked every 15 minutes for breathing.  

6. Threats of Violence 

a. If you believe that a child or other person has thoughts or desires to harm themselves 

or others, you should take this very seriously and should report this immediately to 

the Children’s Ministry Coordinator or the Pastoral Staff.  

b. If the child has an imminent intent to do harm, a leader or volunteer should stay with 

the child and call 911. 

c. If there is suspicion of suspected criminal or dangerous activities on the church 

campus or near ministry activities, call 911 immediately.  

7. Responding and Reporting 

All leaders and volunteers are expected to report any suspicious, careless, or problematic 

behavior of adults and youth leaders to their supervisor. Leaders should trust their instinct if 

something doesn’t seem quite right. If a leader notices any signs that a child may have been 

abused or neglected, concerns should be reported immediately to the supervisor. The 

Children’s Ministry Coordinator will decide how to proceed and will consult with church 

staff members about how to respond. Only share this information with the Children’s 

Coordinator and the Pastoral Staff.  

8. Security Procedures 

Security starts at the door. The Hallway Monitor screens each child/adult to ensure they  

have the appropriate name badge or guardian receipt. Children are released only to those 

individuals who have been listed as a guardian within our check in system and with a 

matching tag. If a parent does not have the appropriate tag to pick up, please notify a 

ministry assistant who will assist with the dismissal process.  
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The Children’s Ministry has classes available for the following ages: 

Nursery – Infants through young 3’s 

Preschool – 3 years through Pre-K 

Elementary – Kindergarten through 5th grade 

 

The welcome area is located at the South Entrance to Sale Street Baptist Church. Parents must check 

in their children prior to leaving them in the classroom. 

 

Our classes adhere to promotional markers and ratios, as follows: 

Class/Age Promotional Marker Adult: Child Ratio 
Littles (6 weeks to 6 months) Developmental (but by 7 months) 1:2 

Crawlers (6 months to 1 year) Developmental (but by 13 months) 1:3 

Walkers  (1 to 2 years) Developmental  1:6 

Climbers (2 to 3 years) 2 on or before September 30th * 1:6 

Jumpers (3 to 4 years) 3 on or before September 30th * 1:6 

Fliers (4 to 5 years) 4 on or before September 30th * 1:6 

Elementary (K5-5th grade) Grade level 1:10 

 

*Classes follow school groupings and will only move once a year during promotion Sunday. 

Generally, we promote children the first Sunday in August, with the exception of Littles, Crawlers, 

and Walkers.  

 

 
Parents are asked upon arrival to check in at the check in station in the Kidzville welcome center. 

Nametags for children and guardian receipts are printed at check-in. No child may enter in Kidzville 

without a check-in nametag. The check-in tag provides the child’s name, which classes/services 

they will attend, allergy information, medical information, parents cell phone number, and special 

instructions. Each nametag also has an individual code to be matched to the guardian tag at 

dismissal. The parent is expected to escort their child to class and pick up, with the volunteer 

verifying the codes on the child’s nametag and the guardian receipt, ensuring a match. 

 

At no time will anyone have access to the Children’s Center during service times unless they have 

gained access by presenting a guardian tag or authorized volunteer name tag/badge. Any adult 

gaining access without a guardian tag will be immediately sent to the check-in desk to obtain a 

guardian tag. Each adult must have a guardian tag or authorized volunteer tag/name badge. 
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Requirements to Serve 

In order to volunteer, all volunteers must: 

1. Be 18 years or older (exception is during VBS in which a youth, age 14 or older may volunteer 

with an approved adult) 

2. Be regular attendees of church services/Sunday school for a minimum of 6 months 

3. Church membership is not required but encouraged 

4. Complete an application, which includes a background check (any child abuse charge is an 

immediate disqualification); files are kept confidential and only available to the pastoral staff 

5. Commit to the responsibility of building a strong, spiritual foundation in the hearts of the 

children.  
 

Scheduling 

Once approved, you will be scheduled thru our scheduling program, Planning Center. You will be 

asked to create a use profile in which you can submit your availability dates and communicate any 

changes. Emails and text reminders are sent prior to your service time. Schedules are made in 3 to 4 

week increments. 
 

General 

1. Volunteers must be knowledgeable about and adhere to applicable policies and procedures in 

this manual. 

2. Volunteers are not permitted to have any personal drink (other than water) or food during class. 

3. Personal belongings must remain off of the floor and out of reach of children. 

4. Phones are to be on vibrate and may not be used in the classroom except in the case of an 

emergency. 

5. In order for pictures to be taken or posted of the children in your class, a publicity release 

agreement must be signed by each parent. A child’s nametag will indicate if written consent is 

NOT given. Pictures can be sent to the Children’s Ministry Coordinator for printing or sharing on 

social media. Please do not share photos of the children with anyone and delete off your 

device once sent.  
 

Arrival and Setup 

1. Arrive 20 minutes early. Please be on time. Punctuality is required and excessive tardiness will 

not be tolerated as it compromises the quality of programming for the children. If you are 

running late, please notify the Children’s Ministry Coordinator via text. 

2. Obtain your KidCheck authorized volunteer sticker/badge. Only volunteers who are scheduled 

and have obtained a volunteer check-in nametag may enter rooms (exceptions are nursing 

mothers).  

3. Wash your hands before setting up the room. 

4. Set out any materials needed for the class. 
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5. If no children have arrived 20 minutes after the scheduled service time, check with the Kidzville 

staff prior to leaving to see if you are needed in another class. 

6. Volunteers should stay in their classroom until the next set of teachers arrive or until after all 

children have left.  

Snacks 

1. All children’s hands must be washed prior to eating a snack. 

2. A light snack of goldfish and juice/water is provided for all children Walkers and up.  

3. Children may have snacks and drinks only when they are seated. Children are not allowed to 

walk around with snacks and cups due to sanitation reasons. 

4. Cups should be promptly removed once each child has finished. 

5. All bottles for Littles and Crawlers must be pre-mixed. Nursery workers are not allowed to mix 

formula for health and sanitation reasons. We ask parents to label the bottles with the child’s 

name.  
 

Class Time 

1. Anyone not wearing an approved nametag is not permitted to enter the classroom. 

2. One volunteer should welcome children while the other engages the other children.  

3. Be particularly aware of children with allergies and medical conditions and check all nametags 

for indications of these. Ask parents for further clarification. 

4. Review the classroom rules with the children every week. 

5. Whenever possible, sit on the floor with children to interact with them. Being on their eye level 

helps gain and maintain their attention. 

6. Remain in the classroom at all times until all children have left or replacement volunteers have 

arrived. 

7. Enjoy being with the kids! Remember, this is not babysitting, but ministry to these children as 

we guide them closer to the Lord.  
 

Departure Procedures 

1. Children must be wearing a printed nametag to enter the classroom. If a child arrives without a 

nametag, send the parent and child back to the check-in area. 

2. When a parent arrives, ask for the security tag before releasing the child. This is imperative: do 

not release a child without having the security tag. 

3. Match the child’s nametag with the security tag. 

4. After all children have been picked up, straighten toys, wipe tables, and sweep the floor. Make 

sure the room is presentable for the next service time.  
 

Communication Outside of Usual Ministry Functions 

1. All communication to preschool and kindergarten children should be through the parents. 

2. Leaders of children may call children in their program if the leader first talks to the parent and 

gets verbal permission. 

3. Leaders may send postcards and email children (only if the parent is cc’d in the email).  

4. Leaders may not contact children through any electronic communication except phone and 

email (this includes all social media). 
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Classroom Rules 

1. Obey the teacher 

2. Listen 

3. Respect Others 

4. Keep hands and feet to yourself 

 

Proactive Steps for Helping Children in the Classroom 

1. Communicated the rules clearly at the beginning of class each week. 

2. Make eye contact when speaking to the child. 

3. Catch the child being good. Use positive reinforcement. 

4. Have the child repeat what you have asked them to do. 

5. Try to redirect the child if they are doing something they shouldn’t be doing. 

6. Discipline should always be given in love, not in anger. 

 

Preventative Actions 

1. Create a loving, caring atmosphere. 

2. Establish and communicate realistic expectations for children. 

3. Focus on positive actions. 

4. Be fair and consistent with children. 

 

Aggressive Behavior 

1. Biting, hitting, pushing, scratching, or pulling is considered aggressive behavior. 

2. If a child displays any of these behaviors, he or she will be removed from the class and a parent 

will be notified.  

 

Discipline Steps 

1. Verbal Warning: If possible, whisper to the child in order to not draw attention from the 

teaching and onto the inappropriate behavior. 

2. Remove and Set Apart: Remove the child from the rest of the class. Have him or her sit in a 

different area of the classroom and redirect their attention to a separate activity to assist them 

with controlling their emotions. Talk with the child once they have calmed down about their 

choices. Allow the child to go back with the group to try again. 

3. If the above steps have not worked, notify the Children’s Ministry Coordinator. She will then 

observe, removing the child if necessary and then contact the parent. Unless otherwise 

discussed with a parent, the child will be welcomed back at the next ministry opportunity.  
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Self Evaluation 

1. Pay attention to how you feel 

a. If you are stressed, children will sense that. Try to focus on the present moment and 

the children in front of you rather than outside stresses and circumstances. 

b. We only have about an hour with these kids each week to give them our all and teach 

them about the depth of God’s love for them, which we can demonstrate through our 

actions and our undivided attention. 

c. Take a minute away if needed. 

2. If you are struggling with a child, pass him or her off to another staff member or volunteer. 

You are never alone in the classroom; so let those around you help you through the difficult 

moments. 

3. Arrive prepared for the morning, in heart and mind. Arriving on time enables you to have 

time to prepare for the morning (and get that diving energy juice we call coffee ☺).  
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1. Praise the positive and reward good behavior. 
Children often learn by modeling behavior. So try, for example, “I love the way Sarah is 

sitting quietly with her hands in her lap! Great job!” The other children will follow quickly in 

hopes of being praised in the same way. Praising kids rewards good behavior and reinforces 

it for the entire class. 

2. Explain the rules of the class every week. 
Children do well when they know what is expected of them. Keep the classroom structure 

similar from week to week. Having a predictable routine helps kids cope with an 

environment and understand appropriate behavior. 

3. Be assertive: Say what you mean and do what you say. 
Children need to know what consequences will follow for disobedience. When children know 

the consequences ahead of time, they are likely to deal with them with less arguing and 

complaining. It is best to order your classroom around what you have said you are going to 

do. You are the teacher. Be firm in giving instructions and following through with what you 

say. You should never yell at a child. Speak on their level. Look at them in the eye and make 

sure they are listening to what you say. If appropriate, have them repeat back what you just 

said. Do not discipline a child from across the room: go to the child and pull them aside. Do 

not let kids tell you what to do. You must be in control. 

4. Make things fun! 
Instead of going into things like clean up time with a negative approach, try addressing it 

with a positive spin, like a game. Or singing the clean up song is a fun way to begin and 

encourage a clean up routine. Don’t offer too many activity choices for kids. Switch out toys 

so kids do not become bored. 

5. Talk to a child who is crying. 
Engage an upset child with something of interest. Talk to them in a way that distracts them 

from thinking about their parents and avoid saying that Mommy is coming. If absolutely 

necessary, you can remind them that Mommy and Daddy will come back soon, but do not 

make that the point of your conversation. For children who are likely to cry, ask their 

parents about how to best soothe them. 

6. Incorporate the Gospel when you are disciplining a child. 
Focus on God’s love for the child and your love for the child. Be specific as you explain that 

you want him or her to follow directions, be kind to friends, participate, etc. Talk to the child 

about how it pleases the Lord when we obey Him. Remember that discipline should always 

be given in love, not in anger.  
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Morality Based Gospel Based 
 

You must try for Jesus 

 

What you do 

 

Obedience because of obligation/duty 

 

You are the hero of the story 

 

The story is about you 

 

Aims primarily at action 

 

Stays small within the story 

 

 

You must trust in Jesus 

 

What Christ has done for you 

 

Obedience because of gratitude/love 

 

God is the hero of the story 

 

The story is about Jesus 

 

Aims primarily at the heart 

 

Appeals to the big story of Redemption 

Yancy Arrington, Gospel Centered Children’s Curriculum 

 

Our volunteer team is a valuable part of our children’s ministry. Volunteers are 

always needed. If you are not currently serving in the Children’s Ministry and would 

like to be, please contact the Children’s Ministry Coordinator. 

 

The information in this manual should help you understand your role in ministering 

to children. If you have any questions, please feel free to ask. 

 

Welcome to Kidzville at Sale Street Baptist Church! 

 

 


