
Eastside Community Church Children’s Ministry
Policies and Procedures

Welcome to the Children’s Ministry Team!
Eastside Community Church exists to glorify God by making disciples who are learning to follow
Jesus daily, living the Gospel together, and authentically loving our neighbors.  We are commi�ed to
the discipleship, protection, and experiences of our youth in the building in a manner that is
supportive and complementary to the discipleship responsibilities of our parents/guardians.  We
commit, to the best of our ability, to place volunteers in the children’s ministry who model the Gospel
with their lives, can communicate the Gospel with their words, and have a desire to invest in youth
with their time.  We also commit to equipping these people to the best of our ability for the work of
their ministry.  The following policies and procedures have been established to protect these
commitments.

Staff and Volunteer Expectations
All staff and volunteers who interact with children in ECC ministry events or programs must:

1. Be a member or a regular a�ender of ECC for a minimum of three months and be pursuing
church membership unless for justifiable reasons. All nonmembers wishing to serve must be
approved by Eastside Community Church Elders.

2. Be at least 16 years of age, complete background check screening, and be approved by Eastside
Community Church elders.  Youth volunteers between the ages of twelve and fifteen may
serve alongside their parent(s) in the preschool and elementary classes and at the discretion of
the Eastside Community Church Elders. All minors serving in the children’s ministry must not
carry children or assist with diaper changes or in the restroom. If there is a need for a young
child to be held, it must be while the youth is seated on the floor or in a chair (not standing).

3. Completely read this packet and complete a background check prior to serving.  If a volunteer
hasn’t had the opportunity in advance of the day of volunteering to complete a background
check, they may participate if all of the following occur: a background check is run in a timely
manner soon after, the volunteer is never alone with a child, and the Eastside Community
Church Elders approve of the volunteer.

4. Arrive 30 minutes before the service begins (9:30 am) for prayer and be in position at least 15
minutes before service begins.  Remain in your position until all kids have been picked up and
rooms are straightened and disinfected.

5. Make all children and parents feel welcome.  Greet the children and guardians with a smile
and by name whenever possible.  Have fun and enjoy the blessings around you!

6. Refrain from texting or using your phone while serving.  (Pictures or videos of children are not
permi�ed without wri�en permission from parents.)

You will receive a monthly email with your scheduled dates to serve.  Respond by RSVPing if you
can serve your scheduled Sunday(s).  If you are unable to serve, please make every effort to find a
substitute by referring to the monthly schedule that is emailed out. If you need contact information



for other volunteers, please contact the children’s ministry staff. Let the children’s ministry staff know
when you have made arrangements to switch with someone.

Please follow the lesson plans and schedules provided.  Consistent routines, structure, and
expectations from week to week are important to ensure all children (especially visiting children) feel
safe and calm and hear the Gospel.

Child/Volunteer Protection
1. There must always be two unrelated volunteers in a room.  This “two-person rule” requires

that employees, volunteers, and supervisors should make every reasonable effort to avoid
situations where an employed or volunteer worker is alone with children or youth without a
partner.  This rule is MANDATORY for all volunteers and employees.

2. Ministry with children ought to occur in highly visible areas.  Meetings should be in rooms
where doors are open, lights are on, and windows allow clear lines of sight into the rooms.
Isolated and private spaces must be avoided.  Ministry activities are open to parents, who we
encourage to make unexpected visits to check on their children.

3. Classroom doors should ALWAYS be open unless the class is “in session” and outside noise is
obstructive to learning.

Physical Contact
Healthy, caring touch is valuable to children, but unhealthy touch is never encouraged or allowed.
These guidelines apply:

1. Touch shall be open rather than secretive.

2. Touch should be age-appropriate and generally initiated by the child rather than the adult.

3. Touch should be with the child’s permission and any resistance from the child should be
respected.

4. Touch should always communicate respect for the child.

Restroom/Diaper Changing Policies
1. Parents are asked to take children to the restroom prior to dropping them off in the classroom.

2. In the event a child needs to use the restroom, an adult, female volunteer will escort the
child/children to the restroom and wait outside the closed restroom door.  No volunteer
should ever enter a restroom alone with a child.  If the child requires assistance, two
volunteers must be present.  The team leader or an additional volunteer should be called into
the classroom if needed to maintain the proper child/volunteer ratio.  The volunteers and the
child should wash their hands before returning to the classroom.

3. Children under the age of two, wearing diapers, should be changed as needed.  As a safeguard
and to prevent any suspicions or allegations we require that only adult females change diapers
and provide toilet assistance to a child.  Diapers should be changed in the presence of one or
more volunteers and latex gloves must be worn when changing diapers.  Diapering policies
are posted above every changing area.



Drop-Off Procedures
1. Parents are responsible for checking in their children at the designated welcome areas and

obtaining a sticker for themselves and each of their children.  Each child must have a
completed sticker to check-in.  The sticker should be visible on the child when dropped off.
The parents must retain their portion of the sticker for pick up.

2. Parents should not enter the classroom.  We encourage a quick “goodbye” as it is much easier
on the children and keeps for an orderly classroom.  Volunteers have experience with
separation anxiety and will comfort the children.

3. Parents should label ALL items brought into the classroom.  Only necessary items should be
left with the child (change of clothes, diapers, wipes, pacifiers, bo�les, comfort items, etc.). If
items are not labeled, label them once the child is in the room.  Children should not bring toys
or food into the classroom.

4. Each class will take roll at the beginning of each service time.  The roll should be completed as
children enter the classroom.  Class rolls should always be with the class.

Pick-Up Procedures
1. Children should be picked up by their parents.  The parent’s sticker is required when picking

up the child from his/her room.  If the child will not be picked up by the same parent dropping
them off, the sticker must be passed on to that parent.  Children will not be released to siblings
under the age of 18.  If the parent’s sticker is misplaced, a driver’s license may be used for
identification or the ECC team leader will be called to confirm parents.  For the safety of our
children, these guidelines will be closely followed.  The children’s safety is our first priority,
even if it requires extra time.

2. As the child is leaving, the volunteer should take the child’s sticker and keep it as a signal that
the child is no longer checked in and is released from our care.  Volunteers are responsible for
opening the pocket gate to allow the child to leave.

3. All tables and surfaces should be cleaned with antibacterial wipes once all students have been
picked up.  Toys that children put in their mouths should be sprayed and placed in an open
area to dry.  Tie up any trash bags with diapers.  Place all dirty laundry in the room’s laundry
bin.

Behavior/Appropriate Discipline
1. Please make every effort to engage and comfort unhappy children by playing or rocking.  If a

child is inconsolable for more than 15 consecutive minutes (“fifteen-minute cry rule”), please
notify the team leader and s/he will notify the parents.  If a child is intermi�ently soothed, then
please continue to do so until service is over and then update the guardian.

2. All children’s ministry volunteers are responsible for providing a loving, respectful, and
orderly atmosphere in which children can learn, play, and interact with others.  This
atmosphere should be maintained by preparing beforehand, proactively directing children
towards acceptable activities, verbally encouraging positive behavior, and, when necessary,
correcting or redirecting inappropriate behavior.

3. Every means of guidance and correction should be loving and not hinder a child’s growing
faith.  Acceptable means of redirecting inappropriate behavior include firmly and lovingly



correcting the child verbally, withholding a certain privilege or activity for a brief time, or
separating a child from the group for a brief time (particularly if this behavior is endangering
or upse�ing the other children).

4. Volunteers and staff should never yell, spank, shame, or hit a child.  If there is a serious
incident, a behavior that is uncontrollable, or if a child does not respond to the discipline
measures above, it should be handled by the Team Leader or ECC staff member and the parent
of the child involved.

5. If you have an issue with any parent or child, report the issue to the Children’s Ministry
Coordinator.  If you have an issue with another volunteer, you are encouraged to speak to
them privately to resolve the issue.

Reporting Abuse/Inappropriate Behavior
1. When a volunteer or staff person witnesses, and/or when a child discloses, and/or when a

volunteer or staff person knows or has reasonable cause to suspect that a child has been
physically or sexually abused, the claim must be immediately brought to the a�ention of the
Children’s Ministry staff or Pastoral Staff/Elders.  The Pastoral Staff/Elders shall make a report
to the Department of Children’s Services or other appropriate parties in accordance with State
law.

2. If a staff person or volunteer witnesses another staff person or volunteer interacting in an
inappropriate way with a child, they must immediately go to the person and insist they stop to
ensure the child’s immediate safety, and then they must inform the Team Leader responsible
for that child, who will then notify the parents of that child and the Pastoral Staff/Elders.

3. If an Area Supervisor or Team Leader is interacting in an inappropriate way, the staff person
or volunteer who witnessed the incident should inform the Pastoral Staff/Elders, who will then
notify the parents of the child.

4. If a member of the Pastoral Staff/Elders interacts with a child in an inappropriate manner, the
staff person or volunteer who witnessed the incident should inform an uninvolved member of
the Pastoral Staff/Elder board or ECC Staff Member, who will notify the parents of the child.

Sickness Policy
1. All children and volunteers will have their temperature checked during check-in.

2. Children of any age should not be brought to church if any of the following symptoms have
been experienced in the past 24 hours: fever or has been given medication to lower a fever,
runny nose, constant cough, diarrhea, vomiting, discharge in or around the eyes, sore throat,
unusual fatigue, or questionable rash.

3. Volunteers should follow the same guidelines for staying home with any of the above
symptoms.

4. If a child develops signs of illness, parents will be notified or sent for immediately.  No
medication will be administered to children by staff or volunteers.

Food Policy
1. Parents should alert volunteers of any food allergies before dropping off the child.

2. A light snack (such as goldfish, animal crackers, Cheerios, Chex) and water will be provided



for classrooms.  Children should be seated when eating or drinking.  Children will not eat food
from home unless they are in the nursery room.   Due to allergies and medical needs, any other
food needs to be cleared by Children’s Ministry Staff.

3. Infants and toddlers should bring their own bo�les/sip cups that are labeled with the child's
name.

Promotion
Infants and toddlers are transferred to other classrooms as they mature and develop.  All transfers
will be made at the discretion of the Children’s Ministry Staff.

Firearm Policy
All volunteers and staff working with children are prohibited from carrying firearms of any kind on
the premises.

Emergency Procedures
Medical Issues

Immediately report any medical needs or concerns to an ECC staff member.  The caregiver should
remain calm and divert the a�ention of the other children.  The staff member will contact parents and
make the decision on what action needs to be taken.

For minor accidents, a first aid kit is located at the check-in desk.  Always wear gloves when there is
any abrasion to the skin or bodily fluid.

Fire, tornado, earthquake, and intruder procedures are a�ached.

*All staff and volunteers, for the safety of those serving and those being served, will uphold these
policies and procedures.  Thank you for accepting and abiding by these guidelines.  We strongly feel
that we can best love and meet the needs of all our children and parents by adhering to the above
policies.

Signed Agreement: Staff & volunteers must sign that they have received, read, and agree with this
policy as they begin serving.



Fire Emergency Procedures

In a calm and orderly manner, line children up at the classroom door. Count children and compare
this number to the roll sheet to ensure you have all children.

Take children and roll sheets through the interior hallway through the hallway door, take a right, and
go out the door to the middle parking lot and walk to the Eastside sign in the Eastside parking lot.
Stay out of the areas where a fire truck may enter and park in the parking lot. If you are not in the
classroom at the time of the fire alarm, use the closest exit door and proceed directly to the Eastside
sign. Count children again and confirm all children are safe.

Infants and toddlers: Rip down the door-gate. Place all infants and toddlers in a crib(s). About six to
eight babies or four to six toddlers can fit in a crib. Go through the end hallway door of the children’s
area, through the sanctuary lobby, through the double doors, and wheel the crib out to the parking lot
to the Eastside sign. If there is a step or large bump, have two adults lift the crib over the step. If a
wheel breaks, pick up the crib with several adults.

Keep the children with you until you reach the fence in the Eastside parking lot. Do not let parents
take their children until you and your class are in a safe place and write details down on the roll sheet.
If parents come up to you for their child and you are not yet in a safe place, insist that the parents
come with the class and not take their children.

Go through the double doors of the sanctuary and out the exit double doors. The crib will not fit through any
other doors. Wheel the crib out to the Eastside sign.



Tornado & Earthquake Emergency Procedures

Tornado
All children and volunteers will go to the nursery room. If you are in the nursery room, rip the
door-gate down quickly. In a calm and orderly manner, line older children up at the classroom doors.
Count children and compare to roll sheet to ensure you have all children. Exit out of the classroom
with the children and roll sheet. Quickly walk to the nursery. Find a stretch of empty wall space, count
children again, and confirm all children are safe.

Children should sit down lined up against the wall.  They will crouch down holding knees and ducking
their heads. All infants and small toddlers should be placed in the corral.

Keep all children with you until you reach the nursery room. Do not let parents take their children until
you and your class are in the nursery safely and write all details down on the roll sheet. If parents
come up to you for their child and you are not yet in a safe place, insist that the parents come with the
class and not take their children.

Earthquake
In a calm and orderly manner, have children get under tables and hold the table legs. Count children
and compare to roll sheet to ensure you have all children. Stay under the tables until cleared by an
ECC staff member.

Do not let parents take their children until you and your class are in a safe place and write details
down on the roll sheet. If parents come up to you for their child and you are not yet in a safe place,
insist that the parents come with the class and not take their children.



Intruder Emergency Procedures

1. Quickly direct any teachers or children in the hall into your room immediately, and use a
calm voice to inform those in your area that we are on lockdown.

2. Shut and lock the door to your classroom. Turn off lights. Cover the door window with black
paper.

3. Lower & close blinds.

4. Move everyone to the corner least visible from the door.

5. Everyone should remain very quiet and still.  Teachers should make sure they have their
cell phones on silent.  All communication will be through texts.

6. If teachers and children are outside of the building, they should evacuate the area and
meet at the closest location that is secure and away from the affected building.

*All teachers should locate and hold on to their roll sheet prior to evacuating their rooms. This
will aid in accounting for all children.

*Stay in your safe areas until directed by a Law Enforcement Officer or ECC staff to move or
evacuate.  Teachers should never open doors during a lockdown, even in the event of a fire
alarm or if someone tells them to.

*ECC staff will let everyone know the “all-clear” by first texting and then going to each
classroom.

*If an evacuation occurs, all personnel will be directed by a Law Enforcement Officer to a safe
location. Once evacuated from the building, teachers should count and confirm all children
are accounted for. Do not let parents take their children until you and your class are in a safe
place and write details down on the roll sheet. If parents come up to you for their child and
you are not yet in a safe place, insist that the parents come with the class and not take their
children.


