Volunteer Requirements

Screening Procedure of All Volunteers & Staff who are in contact with the children consistently where the children meet.

1. Volunteer Application

2. Reference Checks (on application)

3. Criminal Record Check (committee/staff discretion)

4. Six-month waiting period rule (attend church 6 months prior to working in the preschool program. Exceptions approved by staff.)

Volunteer Guidelines

1. Application completed

2. Training completed (if not able to attend training, may read hard copy of training info)

3. Sign to agree to follow the set policies and procedures

Concord Community Church of the Nazarene
9826 Concord Road

Brentwood, TN 37027
Little Ones Policies & Procedures
(Infants, Toddlers, & Preschoolers)

Why: 
To have a framework to work within, a guide to refer back to, and a point of reference from which to begin. “It takes years to build credibility and minutes to ruin it.” We want to create a good offense, not a hasty defense.

Goal:
To provide an environment where parents rest assured that their children will receive quality care and be touched eternally by demonstration of God’s love.



To be perceived as responsible, planned, efficient, thoughtful, and secure.
Volunteer Requirements

Volunteer Application:

Each preschool worker is required to complete an application. These applications will be securely filed. 

Volunteer Agreement:

Volunteers are to sign that they will agree to follow the given policies and procedures.

Volunteer Training:

Volunteers are required to attend a current training session. If they cannot, they will have access to other means of training.

Why: Volunteers are the lifeblood.  We need to screen the blood supply, not just for the “health” of the person but also for the health of the kids, the church, and the Kingdom. 

Youth Assistants: 

The youth are our future ministry leaders! We can use this opportunity to train them how to serve. The students eligible can be in grades 6th – 12th. They are to be utilized on a rotating basis, so they do not miss their own classes continually. There is a separate application for the youth, which ensures their parents are aware of their responsibilities and the youth leader is in agreement.

Six Month Rule – Waiting period for people who are new to our church and/or have not had any affiliation with our church.

Why: Springboard to know an applicant’s church attendance and commitment level and deterrent against potential predators entering our children’s program. Exceptions on case-by-case basis seeking input from the team of directors.

(This may seem challenging to our church presently, but as our church continues to grow, this should become a long term practice.)
Children Check-In & Release
Each classroom will have a specific check in/out system. Infants and 2-year-olds will have a sign in/out form and pagers; 3 and 4-year-olds will have a sign in/out form and a number card procedure.

Why: To be aware of parent’s location on the church campus, to be aware of any special needs of the child that day, and to know who the child can be released to. “According to church growth experts, two of the key factors in retaining newcomers are the cleanliness of the women’s restrooms and the children’s ministry program.” We want to make powerful first impressions. We want parents to feel secure leaving their child in our care, and for new parents, we hope to plant a seed of interest for them to want to learn more about such an organized and well-thought-out ministry operation.

Procedure for Infant & 2-year-old Class
· Parents are to sign the child in on appropriate sign-in sheet.

· Parents may also leave their cell phone number.

· Parents are to take a numbered claim ticket, writing the number on the sign-in sheet.

· Parents will sign child out and return claim ticket. Teacher should note the corresponding numbers.

Procedure for 3 & 4-year-old Class

· Parents receive a claim check for their child.

· Claim check number is written in appropriate space on the sign-in sheet.

· Parents return claim check when signing child out at the gate.

Other Info at Sign-in
· Parents will note where they are attending Sunday School and where they are seated at church.

· Parents will share if there is any pertinent info relevant for the day (child has been sick, distraught, food allergies, etc..)
Sanitation/Safety Procedures
1. Volunteers are to wipe the toys with disinfectant wipes at the end of the day’s session. Some may be washed in the sink.

2. Have children learn to put the used toys in a specific bin to make cleaning easier.

3. In infant room, for safety purposes, keep new walkers in the gated area.

4. Any time the cribs are used, the sheets should be changed.

5. Place child’s own changing pad or wax paper under child for changing. Use new pad/wax paper with each child. The changing pad is vinyl and is to be wiped with disinfectant wipe after each use (even if using changing pad/wax paper. Workers should wash hands (or use sanitizing hand wash) after each changing.

6. Always be sure to return a child to his/her parents in a clean, dry diaper.

7. Tables & crawling pads are to be wiped with disinfectant at the end of each session.

8. Parents will be asked to please refrain from leaving their child in our care if they have had diarrhea, fever, or vomiting during the previous 24 hours and if there is any contagious illness (pink eye, impetigo, etc.)

9. Infant classroom teachers will be provided with an apron or jacket to wear. Keeps your clothes clean, protects babies’ skin, and look professional!

10. Toys (new and old) will be evaluated for safety and age appropriateness by an assigned person.

Safety/Risk Prevention Procedures

1. While teaching, lead teacher will be asked to wear an ID badge.

2. Whenever possible, there should be two workers in a room (“two-deep” rule) (unrelated preferable). This will be our ongoing goal. Why? This safeguards the children and provides a layer of security for volunteers as well.

3. Make sure classroom is always visible to others. Most have windows in the door. 

4. Always avoid being alone in a room with a single child. If it is necessary, while waiting on a child to be picked up, have the door propped open. Only female workers are to change diapers.

5. Diaper Changing: 


a. Always perform diaper changing in an open area.

b. Always use diaper-changing table. 

c. Always diaper-change when a co-worker in the room. (Ask a friend in the hall to step in momentarily if necessary).  

d. Never leave child unattended on changing table. 

6. Restroom Procedures: 

a. We will encourage parents to take children to the restroom prior to drop off. 

b. We advise that the teacher take the class to the restroom as a group.  This will cut down on restroom trips. The teacher should first check to make sure the restroom is empty and then have the children stay lined up in the hall as they go one at a time into the restroom. 

c. Should a child need to go during class, one of the volunteers should escort him/her to the restroom and make sure it is empty and then wait outside the restroom for the child. While waiting, crack the bathroom door (hallway door upstairs or main bathroom door in rooms 100 & 101 downstairs).

d. Should the child need assistance, it is best to find another person to assist. However, always keeping the doors cracked is a backup plan..

7. Emergency Evacuation/Situation Procedures: An evacuation plan will be posted in each classroom. This plan will instruct the teacher where to take the children outside, take the sign-in/out sheet and to release them only to parents after they are sure all children are accounted for. Teachers also will have an understanding that if need should arise, they may be notified to lock the room in security for the children. If you hear the tornado alarm, the sanctuary is the safe spot.

8. First Aid: Rooms will be equipped with band aids. If a teacher needs more than that, he/she should contact the parent.

9. Incident Reports: 

a. Incident report forms will be in each room. 

b. With any incident (bumped head, bite, scratch, etc…) these forms are to be filled out and given to the parent. 

c. A copy of the report should also be kept. (Teacher should contact usher or have co-teacher/assistant make the copy).

10. Medication: Parents should administer needed medication.

11. Snacks: All classrooms should be peanut free and snacks should be low sugar. 

  Water is the drink of choice.

12. Discipline Procedure:

a. The volunteers should use positive reinforcement as their discipline. Reward the good behavior and encourage a change in behavior with stickers and praise! 

b. The volunteers should use redirection as their discipline. Get the child interested in a toy or activity.

c. When the teacher is becoming too frustrated or feels the child is being too disruptive, she/he should, without hesitation, contact a point person (via walkie talkie) who will come to assist in the situation and decide if parent should be contacted. (This person will likely be a staff member or council leader.)

13. Reporting Concerns:

a. Volunteers should write or vocalize any concerns to the Preschool Pastor. The goal of the Little Ones’ Department is to continue to better the program. All input and concerns are appreciated and will be acknowledged.

b. Concerns regarding the appropriate legal responsibilities of reporting abuse are being researched. If a worker has ANY concerns, he/she should contact the Preschool Pastor immediately or  personally contact the legal authorities.

Parent Information

Parents will be given a packet of information concerning their Little One’s class. This info will gently give them some instruction and share with them how CCC will minister God’s love to their child. Through this information, we hope they feel secure in leaving their child in our care.

