Policies & Procedures

 

Establishing Policies and Procedures

Even if you are in the beginning stages and may only have five children and one teacher, it is still important to lay a foundation of basic policies and procedures that you can build upon as you grow. Take time to read over the following basic policies and procedures. If you do not already have a policy & procedure manual to give to those who volunteer for the children’s ministry, you may want to consider compiling a basic manual that best suits your needs. Use the following policies and procedures as your guideline. 

Also included in this chapter are basic reproducible forms to help you bring some order to the area of administration in your children’s ministry. 

 

Requirements for Becoming a Teacher or Worker
Application Process

· All those interested in working must complete and turn in an application. 

· Those applying must meet all qualifications for children’s and youth workers as listed below.

· A follow-up report will be completed with all references, including a criminal history investigation (background check).

· Each person will have a personal interview with someone in leadership to determine their interests, gifts, and talents.

· All applicants and copies of all paperwork will be kept on file.

Proper Conduct

· Be loyal to the leadership of the church.

· Be faithful and live a separated Christian life.

· Attend all meetings and workshops.

· Be faithful to attend at least one main service per week.

· Let leadership know if you are going to be absent

· Be the first in the classroom and ready to receive children before service starts.

· Be neat in your appearance.

· Complete orientation courses held periodically throughout the year.

· Be a faithful member with attendance for a period of at least three months to assist and 6 months to teach.

· Be in agreement with the tenets of faith.

 

General Job Descriptions

Dependability, punctuality, and regular attendance by all volunteers are important to the success of how well the children’s ministry operates during service. All volunteers are expected to be in class and on time as scheduled.

 

Policies:

· All lead volunteers and leadership team must arrive one hour before service and all other volunteers must arrive 30 minutes before service. This is mandatory unless other arrangements have been made. 

· All volunteers must display assigned badges or assigned dress code/t shirts. (Badges help parents identify who works within the children’s ministry. It also makes it easier to identify who is authorized or not to be in the Children’s Ministry area..)

· If you are unable to make it, please notify leadership immediately. 

Frequent absences or tardiness will be cause for reassignment or dismissal from the Children’s Ministry Department. Dependability in the Children’s Ministry Department is essential in order for the flow of the Ministry to be of high excellence.

 

Provide Detailed Job Descriptions for Each Position.

Communication is the key when running a successful children’s ministry. To save yourself a lot of time you may want to type out a job description for each position within the children’s ministry. This will help the teachers and volunteers feel more comfortable knowing what is expected of them, and it will leave nothing to assumption. Begin with the leadership position’s first. 

 

Dress Code

If possible, have everyone wear the same color when working with the children. This makes it easier for others to identify those who work within the children’s ministry and helps make the Children’s Ministry a safe place for children to be. 

If you are able to all get shirts with your logo or name on them it also looks great and builds moral among the teachers.

 

Name Badges

Volunteer badges will be given to all those who work within the children’s ministry. They are to be worn at all times during service. Substitute workers may pick up a badge from leadership. If you do not have a volunteer badge, or it has been misplaced, please inform leadership.

 

Schedules

Volunteer schedules will be mailed out on a quarterly basis and may also be picked up from a central location. (They could be located on the wall in a holder marked “Volunteer Schedules”, in portable file holders stationed at check in points or in mail boxes marked with different department names.) If you have a question about your assignment please contact the Children’s Ministry Office. If you are not able to serve when scheduled please switch with someone (include names and phone numbers list on the back of your schedules) and inform the children’s ministry office of the change in schedule. 

Youth Worker’s Guidelines

Having youth workers assist you in children’s ministry can be a great asset. It can also create a lot of frustration for you if you do not communicate clearly what you expect from them and what they will be doing. If no direction is given the result will be a group of teenagers “hanging out” at the back of the classroom or in the hallways, talking, eating, and becoming a distraction during your lesson time. To avoid all of this I suggest you review the following guidelines, adjust them to fit your needs, and hand them out to all youth interested in helping with children’s ministry. Doing this will eliminate the youth that are just trying to get out of the main service. , These guidelines will be a great form of communication for the youth that truly desire to help.

 

Youth Worker’s Responsibilities

· Must be a member.

· Be loyal to the pastor and leadership.

· Youth workers must faithfully attend Youth services.

· Attend all scheduled workshops.

· Must fill out and turn in a Pledge Of Commitment, Youth Worker Recommendation Form, and a Youth Worker Acknowledgement Form.

· Youth Workers must be approved by leadership prior to becoming involved in children’s ministry

· Be present to report for duty 30 minutes before service time.

· Sign in upon arrival. A ministry staff member will assign the Youth Worker to their assigned duties. 

· Youth Workers must be in the appropriate dress attire. 

· Youth Workers must display badge at all times.

· Youth Workers are only allowed to work in assigned areas unless given prior approved permission.

 

Various Areas you may serve as a Youth Aide:

· Before and after service helping set up rooms.

· On the registration team signing children in and out.

· In the classroom as a teachers aide once approved to work with kids.

· On praise and Worship team/technical team/drama team, etc. 

· Provide assistance during special events..

 

Benefits of being a Youth aide:

· Being a part of a team that is doing really cool things for God

· Recognition -each quarter one youth aide will be chosen as the youth aide of the quarter and your photo will also be posted on the main bulletin board. 

· You will be included in all fellowship nights.

· You will be invited to all appreciation events.

· Only Youth Aides will be allowed to participate and assist with special events. (Parties, sleepovers, family fun nights, etc.)

· You will receive on the job training and learn skills that will benefit you when you look for a job.

· God rewards those who serve others for Him.

· Every year, one youth aide will be chosen to attend a training conference with leaders and teachers. This will be based on leadership’s recommendation of a job well done. 

· Opportunity to move into key teaching and leadership positions within children’s ministry as they get older. 

 

Youth Aide Job Description:

Your main responsibility is to assist in the area you are assigned to in whatever way assistance is needed. This would include but will not be limited to the following:

 

· Assist in registration. Signing children in and out of class (we will train you to do this).

· Assist in taking supplies, snack, and juice to classrooms.

· Putting all registration folders in the rooms before service and picking them up after service. 

· Assist in helping prepare rooms before service. Which will include:

Turning lights on

Turning walkie talkies on

Turning music on

Making sure gates are up and secure

Making sure rooms have snack, juice, and cups

Making sure there are enough wipes and cleaning solution in baby rooms

Toys, books, puzzles etc. are out on and ready for children to play with

· Assist in helping close rooms after service. Which will include:

Turning walkie talkies off and put in cabinet 

Turning music off

Making sure gates are put away

Making sure snack, juice, and cups are put in cabinet

Turning lights off

      
   Making sure there are wipes and cleaning solution in baby rooms

· Assist teachers in the classroom during service by doing the following:

Taking children to the restroom

Setting up snack and juice

Cleaning up after snack and juice

Helping clean up and pick up the room after service

 

The following will not be allowed:

· Leaving a classroom you have been assigned to and wandering the hallways 

· Friends visiting or hanging out with you when you are serving

· Taking a child out of class for any other reason than because the teacher asked you to take them to the restroom

· A negative, disrespectful attitude towards anyone including, teachers, other youth aides, children, parents, etc. (if you have a conflict it must be worked out without an attitude.)
· Rough play with the children 

· Working every Wednesday or Sunday

 

If any of the above guidelines are not followed your teacher or leaders may ask for your badge. You will then need to meet with a staff member or leader concerning the incident. We will then determine, through progressive counseling, whether or not you may have your badge back. 

 

Medical Procedures

If any emergencies should arise with a child, Youth Workers are not allowed to administer any medical procedures unless they are CPR certified. 

If any emergencies should arise, an adult must be notified immediately. Examples of emergencies that could occur in Children’s Ministry are:.

· Medical

· Severe weather

· Fire

 

Attendance Policy

Dependability, punctuality, and regular attendance by all youth volunteers are essential for Children’s Ministry. All volunteers are asked to be on time.

· All volunteers must arrive 30 minutes before service.

· All volunteers must register in before proceeding to assigned duties.

· All volunteers must display badges.

· If you are not able to serve when scheduled please switch with someone and inform the children’s ministry office of the change in schedule. 

· All volunteers must be faithful, teachable, and willing to serve in the Children’s Ministry Department. Behavior and attitude is an important element in the spirit of the Children’s Ministry Department. Excellent conduct promotes harmony, efficiency, safety, and security.

 

The following offenses will lead to possible reassignment or dismissal from the Children’s Ministry Department.

· Insubordination toward any ministry staff or members of the church.

· Personal harassment of others be it racial, personal, or any other type.

· Foolishness, abusive or threatening languages.

· Disrespect for authority, refusal to carry out a reasonable work assignment.

· Negligence or carelessness resulting in danger to a child or damage to the church or parishioners’ property, or intentional acts of destruction or damage to such property.

 

Progressive Counseling for Youth Workers
The purpose of progressive counseling is to discuss the situation or circumstance with all involved and to establish a mutual understanding for prompt corrective action.

· 1st Verbal Counseling - With leadership and the Youth Workers parents.

· 2nd Written Counseling – Placed in the Youth Worker’s file and a copy given the Youth Worker’s Parents. 

· 3rd Probation – Notification will be given parents and the Children’s Pastor

· 4th Dismissal – The leader will meet with the Pastor and the Youth Worker’s parents to discuss dismissal from serving in the Children’s Ministry Department.

