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Department Info 
Mission:
To teach kids the love of Jesus, help them build a relationship with Him 
and to hid the word of God in their hearts.

Values 
 God’s Word: helping kids treasure scripture and store it in their 
hearts 

 God’s Presence: allowing time to enter into God presence so he 
may speak to us and through us

 God’s People: each child is unique and exactly who God made 
him/her to be

What We Do  

Grace Kids Ministry is not “daycare”. We are teaching kids that 
they have to same big God as adults do. Our goal is to teach kids 
God’s word, how to enter into His presence, and who He has called 
each child to be and what He has created them to do.
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Volunteer Commitment 

As a Volunteer at Grace Church, I commit to the following: 

•  I acknowledge the Lordship of Jesus Christ in my life and have a 
personal relationship with Him. 

•  I am committed to growing and maturing my relationship with God 
through devotional times, active attendance in church and 
involvement with people who help me live accountably. 

•  I am committed to a lifestyle that is Godly and understand that my 
lifestyle is a model for the children I work with. 

•  I am committed to be faithful to the Lord in my finances by tithing 
regularly. 

•  I understand and agree with the purpose of this ministry. 

• I commit to be on time and prepared in my area of service within 
children’s ministry and attend scheduled meetings. If I am unable to 
attend any of these, I will give the Director as much notice as 
possible. 
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Teachers’ Responsibilities 
Prayer
For the salvation and personal growth for each child in your class; for Holy Spirit 
guidance in lesson planning.

Classroom Responsibilities 

Looking over and understand the curriculum supplied by the GKM Staff so that 
you are ready to communicate it to your students. Spend time with God asking 
Him to speak to YOU through the material you will be teaching.  

Arrivals & Departures
• We meet as a team 30 minutes before service starts for prayer in the 2nd-5th 

grade classroom.

• Teacher are to be in there classrooms 15 minutes before service starts to greet 
children. (both teachers need to be present to accept kids)

• As children arrive verify that each child is wearing a name badge and collect 
the second badge to attach to the attendance clipboard sheets. If the child does 
not have any name badges send them back to their parents to get checked in. If 
the child has only one badge; write the child's name and badge number on 
attendance clipboard sheet.

Dismissal 

• All children must be picked up by an adult with a pickup tag that correlates 
with the number on the child’s name tag. 

• If the person picking up the child does not have a pick up ticket, a staff member 
will need to approve their dismissal. 

• Teachers stay until all children are dismissed with a parent.
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Discipline Policy 

This is a basic plan of action to be followed by each teacher so that we can have 
unity and consistency. In order to make this policy work, you must first set up 
classroom rules (posted in classroom) so that the children have boundaries in place. 
Please use a positive, loving, yet firm approach at all times. You have the authority, 
so take charge of your class. 

1. Communicate: Establish rules and expectations. Be sure each child clearly 
understands those rules. 

2. One Warning: When an infraction occurs, give the child one warning, reminding 
them and confirming their understanding of what is expected. 

3. Call for Assistance: If the behavior problems persist, send for the Children’s 
Ministry Pastor, Department Head, or the person in charge for that service.

Bathroom Procedures 

• Volunteers may not be alone with a child in the bathroom. 

• Volunteers may stand outside the bathroom and if the child needs assistance, 
another adult needs to be present in the bathroom. 

• Junior volunteers should NEVER take children to the bathroom  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Verbal Interactions Appropriate Verbal Interactions: 

•  Positively reinforcing children 

•  Telling clean, positive, light hearted jokes 

•  Encouraging children 

•  Praising children 

Inappropriate Verbal Interactions: 

• Calling children derogatory names 

• Discussing sexual encounters or in any way involving  
children in personal problems or issues of staff members/volunteers 

• Sharing secrets with children

•  Cursing 

• Telling offensive, vulgar, or sexually oriented jokes 

• Complimenting a child on his or her physique or body  
development 

• Shaming 

• Belittling 

• Making derogatory remarks, including but not limited to  
derogatory remarks about the child, the child’s family or  
ethnic background 

• Using harsh language that may frighten, threaten, or humiliate children  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Physical Interactions Appropriate Physical Interactions: 

•  Pats on the back, arm, or shoulder 

•  Side hugs 

• Shoulder to shoulder, “temple” or “A-frame” hugs 

•  Handshakes 

• “High fives” and hand slapping 

•  Touching hand, face, shoulder, arm 

• Arms around shoulders 

•  Holding hands (with young children) 

• Soothing infants 

• Sitting beside a child 

• Sitting with a small child on adult’s legs

 Inappropriate Physical Interactions: 

• Any form of affection that is unwanted by the child or the staff member/
volunteer. 

• Any physical activity that is, or could be perceived by an- other to be, sexually 
stimulating to the adult or the child 

• Full frontal hugs except when holding infants 

• Kisses of any kind that are unwanted by the child 

• Touching chests or anywhere below the waist 

• Showing affection in isolated locations such as closets, remote hallways, staff-
only areas, or other private rooms 

• Staff member/volunteer sleeping in bed with a child 
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Child and Youth Protection 
The Foursquare Church is committed to protecting and releasing in our children the calling God 
has placed on their lives. Staff Members and Volunteers of The Foursquare Church will: 

• Treat children with respect and fairness at all times, regardless of the child’s race, sex, age, or 
religion. 

• Respond with Christian love and understanding in all situations. 

• Act as a positive role model for children by maintaining an attitude of respect, loyalty, 
patience, courtesy, and maturity. 

• Dress appropriately and avoid wearing provocative and/ or revealing clothing. 

• Engage in appropriate displays of affection, 

• Refrain from inappropriate physical interactions 

• Refrain from using inappropriate corrective measures

• Refrain from swearing or telling offensive or vulgar jokes. 

• Avoid involving children in inappropriately burdensome or disturbing problems or issues. 

• Refrain from sharing or keeping secrets with children. 

• Not abuse alcohol or drugs. 

• Refrain from discussing sexual encounters in the presence of children. Not have or view 
sexually explicit materials, including any type of pornography. 

• Refrain from staring at or commenting on a child’s body. 

• Refrain from perpetrating any kind of abuse upon any child; this includes, but is not limited to, 
the following: 

• Verbal abuse: degrading, threatening, cursing. 

• Physical abuse: hitting, shaking, slapping, unnecessary restraint. Sexual abuse: 
inappropriate touching, exposing oneself, sexually-oriented conversations 

• Emotional abuse: shaming, humiliating, cruelty 
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Dealing With Suspected Abuse 
If abuse or neglect is suspected contact the Children’s Ministry Pastor or a 
Department Head immediately. Volunteer is not to conform or inform parent 
of any suspicion of abuse. Symptoms to watch for (note: one or more of these 
symptoms does not necessarily mean that child abuse is occurring): 

• PHYSICAL ABUSE: Bruises or welts (especially those that are 
unexplained and at unusual places on the body ), burns, unexplained 
fractures, abrasions, and lacerations. 

• NEGLECT: Severe malnourishment, grossly inadequate hygiene care or 
lack of supervision. 

• EMOTIONAL ABUSE: Behavior which indicates apathy or depression, is 
antisocial or hostile. 

• SEXUAL ABUSE: Itching, pain bruises or bleeding in genital or anal 
areas. Clothing may appear stained, torn or bloody.

Illness & Medical Emergency 
Parents are encouraged to keep their children home when they are sick. The 
child will not be allowed in the classroom under the following conditions: 

• A temperature of 100 degrees or higher 

• Cold symptoms- nasal discharge, persistent cough

• Diarrhea or vomiting within the last 24 hours 

• Symptoms of Conjunctivitis 

• Any contagious skin condition 

If a child is considered to be ill, notify the Department Head so that they may 
assist in paging the parents. We ask that you remember to radiate the love of 
Jesus to parent and child. 
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Medical Emergencies 

• First Aid kits are available in each classroom 

• Rubber gloves are available in every classroom and must be used by 
everyone coming in contact with blood or any other body fluid.  

• If a major accident occurs, contact the Department Head on duty 
immediately. They in turn, will contact the parents and the appropriate 
medical and church authorities.

• Complete an Accident Report and file it with the Children’s Ministry 
lead  

• If a minor accident occurs, contact the Department Head and alert the 
parents of the incident when the child is picked up. An Incident Report 
must also be completed and filed with the Department head.

Fire Alarm Response Procedures 

• When you hear the fire alarm, remain calm and walk to the nearest 
exit. Escort the children in a calm manner. Take the "Sign In" 
clipboard with you. You will take all the children to the back parking 
lot grass area, away from the building. If you notice someone is 
missing, notify a Staff person. Do not enter the building to find them. 
Staff will notify the Civil Authorities to find the missing person.  

• Parents are allowed to pick up their children. Follow the standard sign-
out procedures.   Please remain with the children until they have all 
been picked up by their parents, or released by a Staff member.  
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Ratios   

Each room requires 2 people minimum to open. Additional help as number 
increases.  Each age has an adult safety ratio. One adult per number of children.

• Nursery (birth-3 years) 1 Adult per 4 Children (minimum 2 to open) Cap. 12

• Preschool (3 yrs - 5 yrs) 1 Adult per 8 Children (minimum 2 to open) Cap. 16

• Elementary (5 yrs - 11 yrs) 1 Adult per 10 Children (minimum 2 to open) K/1 
class - cap. 20  / 2nd-5th grade class cap. 20

Diaper Changing

• Diaper changes are only done in the nursery classroom and only on the diaper 
changing table to minimize the spread of contamination/risk of feces related 
illnesses.

• Only volunteers who are 18 yrs and older may change diapers and gloves must 
be worn.

• If an older child has an accident, parent must be called to change their clothes.

Nursery/Preschool Class

Parents are allowed and encouraged to stay with their children if the child is having 
separation anxiety or difficulty in calming down.  

• Under 18 months it is max. 10 minutes of crying before paging parent.

• 2’s we will wait 8-10 minutes before paging parent depending on the level of 
stress. Tantrums 5 minutes or less.  

• Preschool age - 10 mins not being able to comfort. If child is fussy/upset/
disruptive for more than 30 mins parent will be paged.

In all cases use kindness. Usually this is a trust/ protest issue and parents need to 
respond.  We want the children in our classrooms, but we also want a calm and safe 
environment for all of the children. 
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Children Move Up

• Nursery moves up by birthday unless other arrangements have been made with 
Children’s Director. 

• Preschool moves up to the K/1 classroom in June.

• Children going into 2nd grade move up in June.

• Children going into 6th grade move up in June.

Snack Time

• Snack time - 1 cup of fish crackers, 2-3 animal crackers - No seconds 

• Everyone use hand sanitizer.  

• Goldfish crackers/cheerios are in cupboard.  

• Check sign-in sheet for allergies, parents usually will tell you. 

• NO peanut food ie: Honey Nut Cheerios, granola, PB jelly sandwich etc. 

• Pray and encourage children to pray before eating. 

• Use the time to talk about lesson, memory verse or other interactive topics. 

• Children must stay seated while eating. Encourage them to help clean up when 
finished. 
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