
KIDS AT THE CROSSING: Field Manual 
 

 

  

1 

 

 

 

 
 

 

 

 

 

 

 

 

kids at 



KIDS AT THE CROSSING: Field Manual 
 

 

  

2 

 

 

 

 
 

 

 
 

 

 

 

 

 

 

THE CROSSING  
A Ministry of East Ridge Church of God  

 

7501 Standifer Gap Road  

Chattanooga, TN 37421  
 

Phone: 423/867 -7287  

Fax: 423/867 -7791  
 

www.thecrossingchattanooga.com  

http://www.thecrossingchattanooga.com/


KIDS AT THE CROSSING: Field Manual 
 

 

  

3 

 

Pu rpose of this Field Manual  

 

 

The pages of this handbook provide a general overview of procedures and guidelines that 

Kids at the Crossing  has established for its volunteers. Please read through it carefully.  

 

The handbook should serve as a guide for you as  you begin or continue your service at the 

church. However, itôs obviously not possible to anticipate all situations that could arise in 

ministry or provide information that answers every possible question. As a result, the 

church reserves the right to mod ify, supplement, rescind, or revise any policy or provision, 

with or without notice, as necessary or appropriate. However, at all times, the church will 

comply with all applicable laws.  

 

Nothing in this handbook creates a contract of employment. Both tradi tionally and biblically, 

churches have long relied on unpaid workers to fulfill their calls to service ïnot because of 

reward or remuneration ïbut out of love and obedience in personal relationship to God. Of 

course, different ministry roles require differen t skills and personality types, and neither the 

church nor the servant can always predict whether things will be a good fit. Therefore, while 

we hope that your service is both long - term and rewarding, either you or the church can 

terminate this relationshi p at any time.  

 

Finally, itôs important that you read and understand the contents of this handbook. If you 

have any questions or need additional information, please talk with your designated 

ministry supervisor. If your supervisor doesnôt know the answers, he or she will find the 

answers and get back to you in a timely manner.  
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CHURCH SERVICE TIMES  
 

 

SUNDAY MORNING  

Sunday School ð9:15 A.M.  

Adult Morning Worship ð10:30 A.M.  

KinderChurch (2 Years  OldðKindergarten )ð10:30 A.M.  

High Point  (1stð5 th  Grade) ð10:30  A.M.  

 

 

SUNDAY EVENING ð6:00 P.M  

Adult Evening Worship  

AWANA (2 Years Old ð8 th  Grade)  

 

 

WEDNESDAY  

 FaithWeaver (3 Years Old ð5 th  Grade) ð6:30 P.M.  and 7:30 P.M.  

Youth Encounter (6 thð12 th  Grade) ð7:0 0 P.M.  

Adult Choir Rehearsal ð7:30 P.M.   

 

 

NURSERY IS PROVIDED FOR ALL SERVICES  
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1.  INTRODUCING KID S AT THE CROSSING STUDENT 
MINISTRY  

 

 

A MESSAGE FROM PASTOR  STRUNK  

 

Ministering to the needs of children is v ery important to us here at THE CROSS ING .  

For several years, we have been committed to the task of reaching children with the 

Gospel of Jesus Christ. I'm excited about every aspect of the childrenôs ministry at 

THE CROSSING . From the creative decor of each classroom to the dedicated teaching  

staff, youôll find commitment to excellence that reflects our desire to reach and teach 

children in these last days.  

 

We care about each and every member of your family and invite you to look at all 

the different ministries we offer. We want to bless you and your family and 

encourage you to become involved as we endeavor to build the kingdom of God 

together.  

 

 

PHILOSOPHY OF MINISTRY  

 

In Proverbs 22:6 it says, "Train up a child in the way he should go: and when he is 

old he will not depart from it.ò  By presenting the Word of God to children in an 

exciting way that they can understand , there can be a generation that grows up to 

say, "Iôve never known anything but living for the Lord."  Through weekly services, 

AWANA, discipleship, special monthly events, and  Camp Discover  retreats, each child 

can be led into a relationship with Jesus Christ as their Lord and Savior.  

 

Teaching children about ministry is not enough. Involving them in service to others 

through effective ministries that they enjoy, children can see that Jesus can use 

them and they are important to Christ now! Children are not only the church of 

tomorrow , they are the church of today and members of the Lordôs army! 

 

KID S AT THE CROSSING  is set up in  three different facets in the C hildrenôs Education 

Department.  We purposed to do this so we could develop and maintain a consistent 

flow of ministry with in our church from the nursery all the way to senior adult 

ministry. Each level builds and prepares young people for the next. We have never 

met an ad ult who was not a child at least once in their life. We want to teach the 

Word of God to every age group at their own level while preparing them for the next 

level and a lifetime of service for the Lord.  
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2.  WELCOME TO THE KIDS AT THE CROSSING  STUDENT 

MINI STRY  

If you are reading this handbook, I pray that you are answering the Fatherôs tug on 

your heart to serve Him in ministry to His children.  His Word tells us that the Father 

will never leave us nor forsake us, but will meet our needs .  This is our desir e, to be 

His hands extended to meet the needs of His children, that is, to minister Godôs 

Word, Godôs Love, and Godôs blessing. 

When loving, effective teachers and loving, caring parents join hands under Godôs 

leadership, children are challenged to grow, l earn, and become all God created them 

to be .  The goal of this Manual is to provide you with an understanding of the vision, 

goals, policies and procedures of THE KIDS AT THE CROSSING .  We will also provide 

you with personal training and encouragement to d evelop the talents and skills God 

has given you.  

If you are ready to meet needs, encourage parents, and be instrumental in molding 

behavior and developing attitudes, which will become a life -long part of childrenôs 

lives, then letôs get started! 

 

3.  STRU CTURE OF THE KIDS AT THE CROSSING STUDENT 

MINISTRY  

Childrenôs Services 

Kids at the Crossing maintains a consistent flow of ministry from one group to the 

next.  This consistency provides a natural flow of learning as children progress from 

one class to the  next.  The unique ability to teach the Word of God in a way that 

each age group can understand not only prepares children for the next class, but 

also prepares them for a lifetime of service to the Lord.  

Kids at the Crossing is fully aware of the responsi bility placed on it in caring for 

children.  Adults who apply to work with and teach the children must fulfill strict 

qualification requirements.  This assures that only those with the strongest spiritual 

and moral ethics are allowed to minister to the chi ldren.  Workers and teachers are 

required to be under the direct supervision of their department head and the pastoral 

leadership at The Crossing Church.  
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The Childrenôs Department is divided into five basic classes:  Each class offers 

specialized teachin g and activities led by some of our top childrenôs specialists. 

Our childrenôs church services are designed to parallel our adultsô services in many 

ways.  Each service has a time for praise and worship, prayer, offering, special 

music, Bible teaching, rec ognition of first - time visitors and an opportunity for 

salvation.  Children are also encouraged to serve in helpôs ministry areas such as 

ushers and Jr. Leaders.  

A unique feature of Kids at the Crossing is the commitment to provide excellence in 

music.  Ou r music lays the foundation for reverent praise and worship with a style of 

music that kids can relate and respond to.  Each of our services incorporates 

dynamic interactive music/lyric DVDôs and a praise and worship leader. 

Our services are exciting for c hildren because they feature puppets, drama, object 

lessons and lots of fun things to get ñkids jumping and moving for Jesusò! 

Nursery  (Birth ï Age 2) :  

Our vision is to lead children into an intimate and dynamic relationship with 

Jesus Christ. The nursery is divided into three classes. The first two classes 

are for infants from birth to age one or until your child is walking. The third is 

for children who are walking, up to three  years of age. All of our classrooms 

are staffed with professional, caring adul ts who provide a safe and secure 

environment. When you are confident in leaving your baby in the care of our 

staff, then you are able to worship with a sense of security.  

As we hold the babies, we pray for them to receive all that God has for them. 

We bel ieve every child we pray for will be touched by God. The Crossing 

considers the nursery to be an important area of ministry, both to the parent 

and the child.  

Nursery classes are available at all weekend services and on Wednesday 

nights. For more informati on call Janis Rodgers  at 423 -867 -7287 (101) or 

email jrodgers@thecrossingchattanooga.com . 

Preschool (Ages 2 -  Kindergarten):  

Our preschool is divided into three classes: Preschool 1 (3 years old and early 

4 years old), Preschool 2 (late 4 years old and early 5 years old), and 

Kindergarten. During services, your child will be in the care of several trained 

volunteers and The Crossing staff members, all of whom meet required 

standards. Our goal is to en courage preschoolers in a growing, loving 

relationship with Jesus Christ and others in an atmosphere where they feel a 

mailto:jrodgers@thecrossingchattanooga.com
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sense of belonging. We teach the simplicity of the Gospel through a variety of 

stories, crafts, Bible action songs and other activities. Every lesson taught 

reinforces Bible truths.  

Preschool classes are available at all weekend services and on Wednesday 

nights. For more information call Phyllis Brown at 423 -867 -7287 (101) or 

email pbro wn@thecrossingchattanooga.com . 

Early Elementary (1 st  ï 3 rd  Grades):  

Kids at the Crossing exists to provide an incredible and exciting environment 

where our kids can grow in their relationship with Jesus. In this loving and fun 

environment, kids will disco ver the love, joy, and power of a personal 

relationship with God. Our kids will be surrounded by caring adults as well as 

hear Godôs Word on their level. We also have small groups where your child 

can build healthy relationships with other students. Here a t Kids at the 

Crossing, your child is sure to have a great time and learn about lifeôs most 

important lessons!  

We meet each weekend service and on Wednesday nights. For more 

information call Larry Strunk at 423 -867 -7287 (101) or email 

lstrunk@thecrossingchattanooga.com . 

Crossover (4 th  & 5 th  Grades):  

Theyôre not children and not quite teens.  What are they?  Tweens! While 

sorting out who they are and where they belong, we minister to the pre -

adolescent  issues of our 4 th  and 5 th  graders each week.  Current music, 

drama, DVDôs and lessons that deal with their day to day struggles are the 

way to reach this group.  

Crossover provides these kids with a relevant ministry, volunteer 

opportunities, and group act ivities that are specifically suited to their age 

level and interests. The Word of God comes alive to these students with the 

help of drama skits, media segments, and interactive lessons. Crossover 

meets Sunday morning at 10:30 AM.  

We meet each weekend se rvice and on Wednesday nights. For more 

information call Larry Strunk at 423 -867 -7287 (101) or email 

lstrunk@thecrossingchattanooga.com . 

 

 

 

mailto:pbrown@thecrossingchattanooga.com
mailto:lstrunk@thecrossingchattanooga.com
mailto:lstrunk@thecrossingchattanooga.com
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AWANA (2 Years Old -  5 th  Grades):  

 

AWANA is a nondenominatio nal,  world -wide ministry that  helps parents and 

churches raise children and youth to know, love, and serve the Lord  Jesus 

Christ.  

Each week our boys and girls attend our AWANA clubs where they play 

games, memorize Bible verses, and learn to apply Bible les sons to their lives.  

Puggles: Puggles teaches toddlers of the most basic precepts of 

Christianity.  This program includes take home cards so parents can reinforce 

the lessons.  

Cubbies: Lots of fun and an introduction to God's word for preschoolers , 

Cubbie s encourages these little ones to begin to make scripture a part of their 

lives through parent -child activities.  

Sparks: Friendship building and the gospel message for K- 2 nd  graders , 

Sparks teaches children about Jesus through games and introduces small 

peer -group interaction.  

T&T (Truth & Training): Evangelism and discipleship for 3 rd - 6 th  graders , 

T&T leads children into a deeper relationship with God and teaches them to 

reach out to others through mission projects.  

AWANA meets on Sunday night from 6:00 PM ï 8:00 PM. For more information 

call Janis Rodgers  at 423 -867 -7287 (101) or email 

jrodgers@thecrossingchattanooga.com . 

 

4.  HOW TO BECOME INVOLVED AT THE KIDS AT THE 

CROSSING STUDENT MINISTRY  

 

A. An optional ñMinistry Opportunity Formò can be filled out and returned to the 

Christian Education Office or the Childrenôs Educational Building (CEB) 

Visitorôs Station. 

B. After receiving a ñMinistry Opportunity Formò, the Christian Education Office 

will ma il or deliver a ñStudent Worker Applicationò (see pages 94 -97 ) and 

ñRequest for Criminal Records Check and Authorization Formò (see page 98 ),  

along with a cover letter explaining the upcoming process.  This packet can 

mailto:jrodgers@thecrossingchattanooga.com
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also be picked up at the CEB Visitorôs Station.  

c.  Applicant must fill out both documents and return them in their envelope to 

the Christian Education Office.  

D. After receiving and accepting both documents listed in line #2, a request for 

criminal record check will be requested.  After THE CR OSSING receives the 

criminal check status (24 -48 Hours) from LexisNexis and the applicant is 

accepted, an interview will be scheduled with the applicant from the Christian 

Education Pastor  and/or the appropriate Departmental Director.  

E. During the intervi ew, the ñNew Worker Interview Recordò (see page 99) must 

be completed by the interviewer.  The requirements and application will be  

reviewed with the applicant .  After the interviewing process has been 

completed and approved, the applicant will be given an  assignment along with 

a starting date.  

F. A folder will be issued to the new worker and filed with all documents.  All 

church records are confidential and will be located in the Christian Education 

Pastor  Office for OFFICE USE ONLY.  

G. A Photo ID or Staf f Badge will then be issued.  

Note:  There may be a three month, six month, and one year evaluation given.  After 

a year of completion, evaluations will be signed on a yearly basis .  Evaluations may 

be one -on -one or over the phone.  

 

5.  JOIN CLUB TWELVE OR CLUB QUARTER  

 

WHAT IS CLUB TWELVE/QUARTER?  

Both CLUBs are children's ministry sponsored volunteer program s ran by 

everyday people, such as yourself, who are committed to working together to 

make a difference in a child's life.  CLUB members are involved in the 

elementary, preschool, and nursery ministry here at THE CROSSING.  

 

 



KIDS AT THE CROSSING: Field Manual 
 

 

  

21  

WHO IS CLUB TWELVE/QUARTER FOR?  

Both of these CLUBs are for everyone!  They're singles, married couples, 

people who may or may not have children, teenagers, and retired folks .  

Some ar e tall, some are short, some speak more than one language, and 

some come from all parts of the country .  But they all have one thing in 

common; they know by working together we are making a huge impact in our 

church and community.  

WHY CALL IT CLUB TWELVE?  

Once a Month, Twelve times a year.  That's all we're asking for your volunteer 

time .  You pick the days, you pick the service .  Just be warned, though, you 

may like being a CLUB Twelve member so much that you may want to 

volunteer more than Twelve times a  year like many of our other CLUB 

members.  

WHY CALL IT CLUB QUARTER?  

Once a Quarter, four times a year.  That's all we're asking for your volunteer 

time .  You pick the days, you pick the service .  Just like CLUB Twelve, you 

may like being a CLUB Quarter m ember so much that you may want to 

volunteer more than 4 times a year like many of our other CLUB Quarter 

members.  

W HY JOIN A CLUB?  

Well, other than feeling good about yourself and feeling confident that you 

are changing lives, there are other benefits of  joining:  

A.  You get to make a difference in the lives of children.  

B.  You get to bless and be blessed (Matthew 10:41 -42).  

C. Serving and fellowshipping with others is a great way to meet new 

people.  

D.  Complimentary CD of the adult worship service that occurs during your 

time of service in CLUB Twelve or CLUB Quarter.  These can be picked 
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up in your mailbox, which is located behind the CEB Visitorôs Station, 

one week after your service.  

E. Special discounts to children's events for you and your children 

(KidFest, Camp Di scover, and etc).  

F. For middle school and high school students, this is a great way to get 

your community service hours.  

G.  Random acts of kindness from people who love and appreciate you.  

FIRST STEP  

If you would like to know more one of these CLUBs or THE KID S AT THE 

CROSSING, we would love to talk more about it with you.  Contact us at 423 -

867 -7287 ext 10 1, email us at lstrunk@thecrossingchattanooga.com , or 

complete a ñMinistry Opportunity Formò and retur n it to the Visitorôs Station in 

the Childrenôs Education Building.  

 

6.  KIDS AT THE CROSSING  DEPARTMENTAL GOALS  

Our prayer is that each child will:  

A.  Start laying a foundation for them to accept Jesus Christ as Lord and Savior 

as he/she becomes older;  

B.  Start developing a relationship with God, the Father; Jesus Christ, the Son; 

and the Holy Spirit;  

C. Learn how to pray to God, our Father, in the Name of Jesus;  

D.  Understand the Bible is the Word of God;  

E. Know that Jesus loves him/her totally and is always there for t hem;  

F. Feel the love of Jesus Christ through a ll persons involved here at KID S AT 

THE CROSSING; and  

 

mailto:lstrunk@thecrossingchattanooga.com
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G.  Perceive a loving, peaceful, and safe environment conducive to nurturing by 

the Holy Spirit.  

H.  We additionally seek to encourage and support parents and guar dians in their 

role of ñtraining children in the way they should goò that they may ñgrow in 

the image and likeness of God.ò 

 

7.  GENERAL QUALIFICATIONS and  REQUIREMENTS  

Christians who are in places of responsibility in the church are required to be 

examples  in faith, conduct, and business affairs.  To maintain a high standard for 

workers is one of the best ways to present Christ to the people of our community.  

Therefore, the following qualifications and requirements will be required of any 

person who works in the Christian Education Department at KI DS AT THE 

CROSSING.  

A. Jesus is your Lord and Savior.  

B. l Timothy 3:  

¶ Blameless (of good report inside and outside the church)  

¶ Vigilant, self - controlled, hard working, patient, and truthful  

¶ Sober  

¶ Good behavior  

¶ Giv en to hospitality (kindness to others)  

¶ Likely to teach  

¶ Not violent but gentle  

¶ Not greedy for money  

¶ Not envious of others  

¶ One who rules their home well, having their children obey them with 

proper respect  

¶ Not a recent convert  
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C. Have a teachable spirit (Pro verbs 1:5).  

D. Be humble, not prideful (l Peter 5:5).  

E. Be willing to submit to oversight (Hebrews 13:17).  

F. Have a heart for the children (Matthew 19:14).  

G. Be a member of THE CROSSING or be in the membership process.  

H. Be able to make a minimum six -m onth commitment.  

I .  Complete a ñStudent Worker Applicationò and pass the ñCriminal Records 

Checkò. 

J. Be loyal to the pastor and the leaders of THE CROSSING.  

K. Be faithful to your assigned position.  

L. Live a separated Christian life.  

M. Attend all requir ed workersô meetings and workshops. 

N. Be faithful to regular worship services (at least one adult service per week).  

O. Give at least three (3) days notice if you know you will be absent.  

P. Be at your designated post fifteen (15) minutes before starting time.  

Q.  Be neat in appearance (see Appearance and Dress Code on page 38 ).  

R. Complete appropriate Workersô Training Course(s). 

S. Must keep your home life in order.  

T. Give thirty (30) days notice when resigning position.  

 

8.  RESPONSIBILITIES OF VOLUNTEER S 

The following guidelines apply to the volunteer staff:  

A.  All volunteers  must be thirteen (13) or older.  
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B.  Be on time , arrive 15 minutes before session.  Workers should be at their 

posts, ready to receive children, at that time.  If unable to attend on assign ed 

dates, workers are responsible for contacting the appropriate Departmental 

Director or the Christian Education Pastor .  

C. Pray for the students, yourself, and your team.  

D.  Follow the Policies and Procedures on pages  29 -60 . 

E. Attend to children at all times.  

F. Ensure that every child has been check ed in and has been assigned a 

ñSecurity Tagò (see Check - In Procedures on pages 32  and 33 ) .  

G.  Do not accept children with a fever or illness.  The policy is posted outside 

each of the classrooms ( see Good Health Guidelines  on page 118 ).  

H.  Admit no unauthorized persons or older children to your classroom.  All 

parents who wish to stay in their childôs classroom must check in at the CEB 

Visitorôs Station to receive an ñAdult Visitorôs Badgeò.  If parents insist that 

their child ren stay together, then they must go to the youngest childôs 

classroom.  

I.  We are involved in the ministry to love the children and to meet their needs.  

Make friendliness your goal and the children your focus.  

J. If your own child is in your room and inhibits y our ministry to other children, 

please arrange to switch to another age group.  

K.  Always keep a controlled classroom environment, including before and after 

class, and encourage children to keep hands and feet to themselves . 

L.  Set the example you want the child ren to follow.  Participate actively in the 

class.   Join in praise and worship.  Listen to the lessons.  Model respectful 

behavior.  

M.  Be alert for potential problems.  

N.  Assure that nothing is taped to walls, floors, or doors.   Strings from the 

blinds should be  raised out of the childrenôs reach. 

O.  All workers should help to clean and disinfect the classroom before and after 

each session.  The "Classroom Check List" posted in your room will define all 

closing responsibilities (see pages 119  and 120 ).  
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P. All workers a re required to attend at least one worship service per week.  We 

would like for all workers to be involved in cell ministry at THE CROSSING, 

but not required.  All workers are to be church members or in the 

membership process . 

Q.  For the safety of our childre n, do not open the classroom window.  

 

9.  OPEN DOOR POLICY  

Kids at the Crossing encourages all volunteers to provide input and suggestions 

concerning the ministry area in which they serve, as well as the overall operation 

and programs of the church.  

Your i nput and suggestions will likely receive the timeliest attention and action if you 

initially bring your comments to the individual you report to ðyour supervisor. This 

first step of providing input is especially vital in situations where you have a problem 

with your supervisor. However, if for some reason that results in inaction or you 

donôt receive a response, you should approach any church leaderðeither a pastoral 

staff member or a member of the church governing board ðto discuss your concern 

or suggestion . 

This open door policy is important to increasing the quality of the churchôs ministries, 

as well as for correcting problems that may exist in processes or relationships within 

areas of ministry. The church welcomes all input by volunteers, who should sen se 

the freedom to voice any comments or concerns without fear of retribution or 

reprisal. We know it can seem difficult to initiate such conversations, but Jesus told 

us directly (see, for example, Matthew 18:15) that we should take the initiative to 

resol ve such things.  

 

10.  JOB SUMMARY  

Even very young children can learn about God.  We want church to become an 

attractive place where children want to go.  The teac hers/assistants ensure that 

KID S AT THE CROSSING provides this environment by leading the activ ities, 

providing for the physical well -being of the children, and laying the emotional and 

spiritual foundation for the remainder of their Christian education.  Maintain a good 

relationship with parents or guardians  by being friendly and showing that you c are 

for their child.  
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11.  JUST A FEW CLASSROOM  REMINDERSé 

A. Our families are important to us!  Please do your best to make them feel 

welcome.  

1.  Smile!  Greet parents and children warmly.  

2.  Listen to what they have to say.  

3.  Invite them to sit in on your class a t any time.  

4.  Pray for our children and their parents.  

5.  Allow God to minister to them through you.  

6.  Most of allé have fun! 
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1.  CREATING A SAFE ENVIRONMENT  

Reasonable care should be taken to ensure a safe environment.  Volunteers should 

strive to ke ep a controlled classroom before, during, and after the class.  They 

should participate actively in class activities, setting an example for the children to 

follow.  Children should always be encouraged to keep their hands and feet to 

themselves.  Addition ally, children should be monitored at all times, including 

bathroom and water breaks.  

We must be concerned for the safety of each and every person God has brought into 

our  realm of ministry .  At the same time, THE CROSSING is con cerned with the 

safety and  reputation of their volunteer leaders, teachers, and workers .  Once we 

have properly screened volunteers, the next step is providing a safe and secure 

ministry environment for our volunteers and students.  

A. TWO - ADULT RULE  

A minimum of two adults should b e present in any classroom except in the 

event of an emergency .  This standard not only helps provide for a safe and 

loving classroom, it also gives volunteers more encouragement, creativity, 

and flexibility .  In addition, this arrangement allows for a gif t -mix in each 

classroom that makes for a richer teaching environment .  This arrangement 

may require some classes to be combined.  

B. OPEN DOORS  

Doors will either have a clear glass window (upstairs) or be a Dutch -style 

door (downstairs); this allows an easy  view of the classroom activities without 

disrupting the teaching process.  In the event that there is only one adult 

teacher in the classroom upstairs, the door should remain open.   While 

down stair s classes are in session, the top of the doors should rema in open.  

C. TEACHER/STUDENT RATI OS 

Adequate staffing is necessary to provide optimal care .  The recommended, if 

possible, ratios are:  

¶ One adult for every three infants (birth to twelve months)  

¶ One adult for every four toddlers through Kindergarten  

¶ One adul t for every eight to ten elementary -age children  

Consideration should be given to training personal aides, as need may 

require, to assist individuals having disabling conditions.  



KIDS AT THE CROSSING: Field Manual 
 

 

  

32  

D. VOLUNTEER AGE  

Anyone age thirteen (13) and up may volunteer in our Childre nôs Department.  

Volunteers age thirteen -eighteen (13 -18) will be placed in a classroom with 

an adult volunteer.  We encourage all ages to volunteer and believe that it is 

beneficial to spiritual development to work in service toward others.  

E. SUPERVISION  

Supervisory staff should be in place to oversee the following:  

¶ Checking classrooms to ensure the room is properly staffed and 

functioning well  

¶ Monitoring hallways and exits to ensure that everyone is where they 

belong  

¶ Assisting visitors and newcomers in f inding appropriate locations  

¶ Ensuring that suspicious individuals are properly approached and 

monitored  

¶ Security Cameras are monitored (Security Surveillance Room)  

¶ Visitor Station and  doors are monitored at all times.  A Security Staff 

personnel  should be post ed at the CEB  Visitorôs Station during Service 

hours.  

F. NAME BADGES/ VOLUNTEER IDENTIFICA TION  

All volunteers working with children should wear either a Name Badge or 

approved clothing (i.e., smock) that clearly identifies them as staff members 

to paren ts, visitors, and newcomers .  Name Badges are located in the 

classrooms and behind the CEB Visitorôs Center. 

G. CHILD REGISTRATION /  RELEASING CHILDREN  

1)  VISITOR CHECK IN PRO CEDURES:  

a.  Smile and greet visitor  

b.  Give the parent/guardian the Visitorôs Information Sheet to fill 

out (see page 109 )  

c.  Select a Security Tag for parent/guardian (see page 114 )  

d.  Write the Security Tagôs number on the childôs Name Tag along 

with date and name  (see page 113 )  
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e.  Take the Visitorôs Information Sheet from parent/guardian 

f.  Have the parent/guardian place the Name Tag on the child 

(Nursery ïKindergarten goes on back and 1 stï5 th  Grade goes on 

the front)  

g.  Give parent/guardian the Security Tag  

h.  Send the child to classroom with parent/guardian  

2)  COMPUTER CHECK IN PR OCEDURES (for more details , see LambsList 

on pages 14 7-164 ):  

a.  Enter the last name of the child or the last four digits of your  

phone number in the correct spot.  Click ñFINDò  

b.  Click ñCHECK INò beside each child who is present 

C. Wait patiently, the printer may take a moment to print ï DO 

NOT HIT ñPRINTò 

d.  Place Name Tag on child.  Keep the Security Tag in your 

possession ï this is needed to check  out  the child  

e. Click ñFINDò to remove current information and reset the 

computer for the next parent/guardian  

f. Place Name Tag on child (Nursery ïKindergarten goes on back 

and 1 stï5 th  Grade goes on the front)  

g. Parent/guardian keeps the printed Security Tag  

h. Parent/guardian takes their child to their classroom  

3)  CHECK-OUT PROCEDURES:  

a. Smile and greet each parent/guardian  

b. If child is in Nursery ïKindergart en, the parent goes directly to 

the room to pick up child  

c. If child is in 1 stï5 th  Grade, the parent goes directly to the 

Check -Out volunteer on the 2 nd  floor hallway or in the 

designated classroom  

d. Take the Security Tag from parent/guardian and place it on t he 

Check -Out Sheet (s ee page 112 )  

e. Remove childôs Name Tag and place it also on Check-Out Sheet 

alongside Security Tag  

f.  When all the children are gone, place used Check -Out Sheets in 

the ñCompleted Check-Out Sheetò mailbox 
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H.  LOST AND FOUND  

1)  All lost and foun d items in the Children Education Building are  located 

by the water fountain on the main floor.  All items will be discarded 

after 30 days.  

2)  THE CROSSING is not responsible for any lost items.  

I .  CLEAN HANDS (HEALTH ISSUE ONLY)  

Proper hand washing is one of  the basics to good health and is one of the key 

standard precautions in the prevention of the spread of disease .  Children and 

adults should be taught and reminded of the proper hand -washing procedure .  

Good old soap and warm water is adequate as long as twenty seconds is 

taken to wash all hand surfaces, including in between fingers .  Drying hands 

with disposable towels is best .  Use the towel to turn off the faucet, and then 

discard the towel in the appropriate receptacle.  

Teaching children to sing the AB C song while washing will help them to wash 

long enough .  Teachers, Caregivers, and students should be trained to wash 

before eating or handling bottles, after restroom use and as the diaper -

changing and standard precau tions procedures suggest.  

While the use of antibacterial soap is popular, it isnôt necessary.  In fact, 

many children are sensitive to antibacterial ingredients .  If a sink is not 

available nearby, it is advisable to make non -soap hand disinfectants 

available for students and teacher to use.  

METHOD OF HAND WASHING  

1)  Use soap and running water .  

2)  Rub  your hands vigorously.  

3)  Wash all surfaces  including: backs of hands, wrists, between fingers, 

and under nails.  

4)  Rinse  well.  

5)  Dry  hands with paper towel.  

6)  Turn off the water using a  paper towel  instead of bare hands.  
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J. RELATIONSHIP BETWEEN WORKERS AND  STUDENTS  

You are not to act as the studentôs ñfriendò in a studentôs friendship manner.  

You are his or her  teacher .  You must always appropriately maintain your 

proper respect and authority status and act accordingly.  This does not mean 

that you cannot act ñfriendly,ò but it does mean that you at all times act with 

the respect and dignity which is befitting to your position of ministry.  

1)  No person should ever be alone with a student.   If at all possible, 

always have at least two adults present .  If you are the only adult in 

your class, please leave the door open.  

2)  Physical contact should be age and developmentally appropriate  

and is most appropriate when done in public (see "Proper Display of 

Affection" on pages 35 -36 ).  

3)  Do everything you can to keep the parents informed  and involved 

in the childôs activities at our church.  Remember the students are the 

responsibility of their parents, first.  You cannot assume the 

responsibilities of the parents even if the p arents are not treating their 

children as well as you feel they should.  

4)  Only parents should disburse medicine to children .  No 

medications should be left in the classroom, with a volunteer worker or 

with the child.  In extreme cases (allergies, asthma), ar rangements for 

the administration of medication should be given  with written 

instructions a nd permission from the parent.  

5)  All accidents and/or injuries must be stated on a ñStudent Accident 

Report Formò and returned to the appropriate Departmental Director, 

and then a copy is sent to the Christian Education Pastor (see ñStudent 

Accident and  Incident Report Form" on page 40 ).  

K. PROPER DISPLAY OF AFFECTION  

Physical touch is an important element in the communication of love and 

care .  It is an essential part of the nurturing process that should be a 

characteristic of your ministry with stu dents .  Volunteers need to be aware of, 

and sensitive to, the special and differing needs and preferences of each 

individual .  Physical contact should be age and development ally appropriate 

and is most appropriate when done publicly.  
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1 )  Appropriate Touch  

The following guidelines are recommended as pure, genuine , and 

positive displays of Godôs love: 

a.  Meet children at their eye level by bending down or sitting.  

b.  Listen to indivi duals with your ears, eyes, and heart.  

c.  Hold the childôs hand while listening or speaking to him or when 

walking to an activity.  

d.  Putting an arm around the shoulder of an individual when 

comforting, quieting, or greeting is an appropriate way to hug .  

This s ide - to -side type of hug should only be done in public.  

e.  A light touch to a hand, shoulder, or back when encouraging is 

acceptable.  

f.  Gently  hold the shoulders or chin of a child when redirecting 

the childôs behavior.  This helps the child focus on what you ar e 

saying and is helpful with children who have Attention Deficit 

Hyperactive Disorder.  

g.  Hold a preschool child who is crying.  

2 )  Inappropriate Touch  

The following types of touch must be avoided:  

a.  Kissing a child or coaxing a child to kiss you.  

b.  Extended huggi ng and tickling, or prolonged physical contact of 

any kind.  

c.  Touching a child in any area that would be covered by a bathing 

suit (exception: touching clothing while properly assisting a 

child in the restroom).  

d.  Carrying an older child or sitting him or her on your lap.  

e.  Being alone with a child.  

f.  Giving a full contact, body - to -body hug.  

L.  STUDENTôS SNACKS 

Because some children are allergic to some foods, we are not to serve 

peanuts, anything that has peanuts in its ingredients, or anything 

that has been manuf actured in a facility that has produced any 

peanut products (back of food label will indicate this information).  


































































































































































































































































