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I. Greeting: 

On behalf of the Preschool and Children’s Ministry and the entire 

Calvary Baptist Church family, we are grateful for the opportunity to 

minister to your preschoolers and your family. Our primary goal is to 

work along side you, the parent, to provide the spiritual foundation 

your preschooler needs in order to one day come to God through a 

personal relationship with His Son Jesus Christ. 

 

We recognize that by meeting a child’s physical, social, and emotional 

needs we can illustrate to them a God who is both willing and able to 

supply all their needs, as they grow. 

 

II. Ministry Handbook Purpose: 

Calvary’s Preschool/Children’s Ministry Handbook contains the 

policies and procedures under which our ministry strives to operate; 

therefore, we ask that you read this handbook in its entirety. You will 

find requests that we make of our parents, teachers/workers, and 

ministerial staff. Our hope is that this handbook will serve as a source 

of information, as well as an insight into the overall philosophy of the 

Preschool/Children’s Ministry of Calvary Baptist Church. 

 

III. Ministry Objectives: 

A. Provide opportunities for children to learn, at an appropriate 

cognitive level, that God is Creator, Provider, and Savior for 

our world. 

B. Provide opportunities for social development through 

interaction with adults and other preschoolers. 

C. Provide a loving, safe, and nurturing environment for children 

to develop a sense of security, belonging, and importance to 

those working in the Preschool/Children’s Ministry and to God. 

D. Provide for child’s physical needs in an immediate and 

consistent manner. 

E. Provide opportunities for children to utilize the cognitive skills 

appropriate for each stage of development. 

F. Provide ministry programming that is sensitive and inclusive to 

all children and their families. 
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IV. General Policies: 

A. Calvary’s Preschool/Children’s Ministry provides programming 

for preschoolers birth – kindergarten and children 1st – 6th 

grade. 

B.  Regular Programming Hours: 

Sunday Mornings: 

9:00 a.m.  ~  Life Groups for Birth-6th Graders 

1030 a.m.  ~  Extended Session (Birth-Kindergarten) 

                       KidStyle Worship (1st-4th Graders) 

    5th and 6th Graders Attend Adult Worship  

 

*****Extended Session is a ministry offered during the 

2nd worship hour. Parents will be expected to sign up to 

minister through Extended Session on a regular basis: 

approximately once every 8-9 weeks. 

 

Sunday Evenings 

TeamKID (Pre-K – 6th grade) 

   Child Care: (Birth-3 years) 

 

   Wednesday Evenings: 

      6:00-7:30 p.m. Preteen Life Group (Ms Sandra's Home) 

      6:15 – 7:30 p.m. (Childcare: Birth – 3rd Grade) 

                

 Procedure for Requesting Child Care: 

Throughout the year Calvary’s Preschool/Children’s Ministry 

offers childcare for special church-wide activities. Any staff or 

church member requesting child care for a church sponsored 

activity should contact the Children’s Minister at least one 

week prior to the event/activity. Every effort will be made to 

provide child care, when requested; however, it cannot be 

guaranteed. We will notify the person/group making the request 

ASAP, if we are unable to enlisted the needed workers.  
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C. Pupil – Teacher ratio: (our goal) 

1. birth – 1 year      3-1  4. 1st – 2nd      8-1 

2. 2-3 years            4-1  5. 3rd – 6th      10-1 

3. 4-5 years            6-1 

 

              

D. Opening and Closing Time Statement: 

Workers/teachers will be ready to receive children 10 minutes 

prior to the beginning of any program. Please make sure that 

when the program has ended the responsible party comes 

promptly to the preschool area to pick up your preschooler.  

 

E. Feeding: 

1. Any serious allergies, problems, peculiarities of 

feeding, etc. should be reported in writing to worker 

assigned to your child’s room. Parents will be notified 

of any foods to be served during the session. 

2. Children who are using the facilities at meal time 

should eat with their parents in the Fellowship Hall. If a 

child has to be fed, please talk to your child's teacher 

about their ability to accommodate this need and 

feeding instructions.  

3. All liquids should be brought in unbreakable bottles or 

disposable containers labeled with your child’s name. 

4. A snack will be served in sessions lasting longer than 

two hours. 

 

F. What to Bring to Church: 

Infants and Toddlers: (Adequate Supply) 

1. diapers or training pants 

2. wet wipes 

3. milk/juice (labeled with your child’s name) 

4. any security item your child may need 
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What NOT to bring to church: 

Our Preschool classrooms are well equipped with an assortment 

of developmentally appropriate toys. It is best if children do not 

bring toys from home or outside food to their classroom. 

  

G. Child Sexual Abuse: 

1. Position Statement: 

Adults who have been convicted of physical and/or 

sexual abuse of a child will not be employed by Calvary 

Baptist Church. Adults must be members and involved 

in the life of Calvary Baptist Church for a minimum of 

six months before serving in our preschool/children’s 

ministry and submit to a background check. 

2. Response Plan: 

a. Any sign of abuse should be reported to the 

Children’s Minister immediately. 

b. The Children’s Minister will report all information to 

the Pastor and the Minister of Worship and 

Discipleship. 

c. If any worker is accused of abuse, the appropriate 

leader will immediately contact the Children’s 

Minister. 

d. Thereafter, the appropriate course of action will be 

determined on a case by case basis. 

 

H. Illness and Medication: 

The health and safety of each child is important to us. 

Therefore, the following guidelines are necessary for the 

protection of all our children. 

 

1. No drugs of any type will be administered by preschool 

workers. 

2. A child exhibiting any of the following symptoms will 

not be accepted into a preschool classroom: 

a. fever within the last 48 hours 

b. has been on an antibiotic for less than 2 days 

c. has a cold that is less than 3 days old 

d. has had an upset stomach or diarrhea within the 

last 24 hours 

e. has a rash or symptoms of a communicable disease 
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Note: Runny noses must be clear and free from 

infection. 

3. If a child develops symptoms of a communicable illness 

while in a preschool session, he/she will be placed in an 

isolation area until the parent or designated person can 

be notified. 

4. If a child develops a communicable illness after having 

attended a preschool session, the parent should notify 

the Childcare Coordinator so that: 

a. the incident can be investigated for possible mode 

of transmission, and 

b. parents of other children who were exposed can be 

warned to look for symptoms of illness in their 

children 

5. If a child suffers a serious illness during a preschool 

session, the parent or the designated person will be 

notified immediately. 

6. Any serious allergies, problems, or peculiarities of 

feeding, etc. Should be reported in written form to the 

Children’s Minister. These will be given the appropriate 

preschool teacher. Parents will be notified of any foods 

to be served during the preschool session. 

Note: A list of communicable illnesses and their 

symptoms as well as the recommended procedure for 

allowing children to return to the preschool area is 

provided for you in the back of this handbook. 

I. Biting Policy: 

The following procedure will take place for a child who bites 

another child: On the first occurrence, the parent of the child 

who bites will be notified immediately, as well as the parent of 

the child who has been bitten. The child who has done the 

biting will be firmly told by his or her teacher that is 

unacceptable behavior and should not happen again. 

 

If there is a second incident, the parent of the child who has 

bitten another child will be asked to pick up their child 

immediately. 

 

This procedure will continue to apply each time there is a biting 

incident. 
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The treatment of bites will be as follows: The area will be 

cleaned with hydrogen peroxide and bandaged immediately.  

J. Room Cleaning Procedure: 

1. Our infants will be assigned to a particular bed each 

week; therefore, unless needed, your child’s bedding 

will be changed weekly. 

2. Toys and changing areas will be cleaned using a 

bleach/water solution and allowed to air dry.  

3. Carpets in the infant and toddler rooms will be cleaned 

quarterly.  

K. Diaper Changing Procedure: 

 

 Gather all items needed for changing diaper  

 Put on a new pair of single use gloves 

 The changing table should be covered with a new changing pad 

each time it is used                                    

 Place the soiled diaper in a plastic bag 

 Remove and dispose of the changing pad 

 Clean changing table with disinfectant spray 

 Remove gloves by rolling them inside out and place inside 

plastic bag and dispose of bag and changing pad cover in trash 

container 

 Wash hands thoroughly with warm water and antibacterial soap. 

 

L. Promotion Policy:  

  1.     Bed Babies: 2 months - walking steadily (Preschool A) 

  2.     Walkers: Walking – 2 years (Preschool B) 

 3.     2&3 Year Olds: (Preschool C) Preschoolers who turn 2 

by June 1st will be promoted to our Preschool C Class on 

Promotion Sunday. Preschoolers whose birthday’s fall 

between June 1st and September 1st will be promoted no 

earlier than the first Sunday in December. 

 4.     Preschool D: (4&5 Year Olds) Preschoolers who turn 4 

by December 1st will be promoted to Preschool D Class. 

(This class is currently a combination of  PreK and 

Kindergarten. It is subject to change as class size fluctuates.) 
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V. Policies for Preschool/Children’s Teachers/Workers and Staff: 

A. Teacher’s Commitment: 

1. to commit themselves to regular Bible study and prayer 

in order to grow in their relationship with Jesus Christ. 

2. to view themselves as a minister to children and their 

families and as co-minister in the overall ministry of 

Calvary Baptist Church. 

3. to pray faithfully for their children and their families in 

their care each week. 

4. to love every child in a manner that reflects the 

unconditional love of Jesus Christ. 

5. to devote the time necessary for preparing teaching 

plans that appropriately and successfully guide children 

in the learning process. 

6. to guide children in a positive and affirming manner to 

participate in planned learning activities. 

7. to reach out to absentees and prospects by contacting 

them by phone, mail, or personal visit. A combination 

of these methods is generally the most effective. Any 

communication to student needs to be addressed to and 

through the parent. 

B. Staff Commitment: 

1. to commit themselves to regular Bible study and prayer 

in order to grow in their relationship with Jesus Christ. 

2. to view preschool/children workers/teachers as          

co-ministers in the overall ministry of Calvary Baptist 

Church. 

3. to pray faithfully for preschool teachers/workers, 

children and their families. 

4. to provide the necessary material and opportunities for 

planning, teaching, and reaching out to preschoolers 

and their families. 

5. to offer various teacher training opportunities 

throughout the year on the local, associational, and 

convention levels. 

6. to encourage preschool/children’s teacher/worker in 

the ministry by planning special emphasis that 

recognize the vital role the contribute to the overall 

ministry of Calvary Baptist Church. 
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C. Requirements and Employing Procedures for Paid Workers: 

1. Must be at least 16 years of age 

2. Must complete a paid worker application form 

(attached) 

3. Must provide at least 3 references 

4. Must give consent to undergo a routine background 

check 

5. Must be interviewed by the Children’s Minister 

 

*****When all requirement and procedures for employment 

have been completed to the satisfaction of the Children’s 

Minister, a decision will be made as the employment of the 

applicant. 

 

VI. Receiving and Dismissal of Preschoolers (Birth – Kindergarten):  

A. Security System: 

Arrival: Every classroom will be equipped with two-part numbered 

labels. When a preschooler arrives, the parent or responsible party 

will complete the information section of the label and place it on their 

child's back and take the remaining label (stub) with them. Parents 

will also need to sign their child in using the number on their child's 

check in label. 

Dismissal: When the parent or responsible party arrives to pick up 

their preschooler, the matching numbered stub must be presented to 

the preschool teacher/worker. The child will be signed out at that 

time. 

No one will be allowed to pick up your preschooler without the 

matching numbered stub. Should an adult, other than the person with 

the matching stub need to pick up your child, written consent must be 

given by the parent.  

 

Siblings are not allowed to pick up preschoolers or school aged 

children. 

 

B. Instructions Concerning Leaving and Picking up your Preschooler: 

Parents or the responsible party must follow the security system 

procedure explained in section, VI-A when dropping off their 

preschooler. Also, when leaving your child in the preschool area, 

please remain outside the preschool room. Your child’s teacher will 

greet you at the door. Any special instructions, medical information, 
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and the parents’ locations in the church building while your 

preschooler is in our care will be given when your child is brought to 

the preschool room. 

 

When picking up your preschooler you should follow the pick up 

procedure explained in VI-A. Also, if the door is closed, knock softly 

and a teacher will greet you at the door. 

 

C. Instructions for Checking on your Preschooler: 

Unless a problem is anticipated, we request that parents, grandparents, 

siblings, and friends not return to the preschool area unless they intend 

to check the preschooler out of our care. (Often seeing a familiar face 

can cause the preschooler to become unsettled.) Should your 

preschooler become inconsolable, ill, or injured you will be notified 

promptly. We Promise!!! 

 

To better enable us to contact you during the worship service, we have 

installed a paging system for this purpose. Should your child need you 

during the worship service, your child’s security number (The number 

printed on the front of the security card given to you when you 

brought your preschooler to the Preschool area) will entered into the 

pager system and your child’s number will be shown on the 

screen on the piano side of the sanctuary. 

 

D. Instructions about Leaving a Child when a Teacher/Worker is not 

Present: 

A preschooler should not be left in the classroom unless a teacher is 

present. If you arrive before our preschooler’s teacher/worker, we ask 

that you wait with your preschooler in their room or notify another 

preschool teacher/worker. Teachers will make every effort to be in the 

room 10 prior to the start of class.  

 

       E. Emergency Evacuation Plan: 

An emergency evacuation plan has been designed, posted and 

routinely reviewed for all areas of the Preschool/Children’s areas. 

Parents, for the safety of all preschoolers, should the evacuation of the 

preschool area be necessary, please look for your preschooler at the 

designated exit area. At least twice a year the Preschool area will 

undergo an emergency exit drill. 
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Upstairs 

1. Multipurpose room- Exit to the southernmost exterior stairway and 

gather at the playground. 

2. Toddler room- Exit to the southernmost exterior stairway and gather 

at the playground. 

3. Restrooms- Exit to the southernmost exterior stairway and gather at 

the playground. 

4. Bed babies- Exit to the southernmost exterior stairway and gather at 

the student building. 

5. 2 and 3 y/o- Exit through the stairway before the multipurpose room, 

out of the south exit and gather at the playground. 

6. Kindergarten- Exit through the stairway before the multipurpose 

room, out of the south exit and gather at the playground. 

7. Pre-K- Exit to the northwest exterior stairwell then to the playground. 

8. Empty room 1- Exit to the northwest exterior stairwell then to the 

playground. 

9. Senior ladies- Exit to the northwest exterior stairwell then to the trash 

bin area. 

10. North restrooms- Exit to the northwest exterior stairwell, then to the 

playground. 

11. Sanctuary pews- Exit any of the 4 east exits away from the stage, then 

to the north parking lot. 

12. Stage area- Exit to the southwest exterior stairwell, then to the trash 

bin area. 

Downstairs 

1. 5th and 6th grade- Exit to the southernmost exit and to the playground. 

2. 2nd and 3rd grade- Exit to the southernmost exit and to the playground. 

3. Friends & Followers Class- Exit to the southernmost exit and to the 

playground. 

4. 1st grade- Exit to the southernmost exit and to the playground. 

5. Entire Fellowship Hall- Exit through the west doors then to the trash 

bin area. 

6. Kitchen- Exit the northwest door then to the northernmost parking lot. 

7. Restrooms- Exit through the doors to the east of the restrooms, then to 

the student building. 

8. TLC- Exit through the south east door of the classroom and out the 

door to the east, then to the student building. 

9. All remaining classes- Exit through the 2 western doors, then to the 

northernmost parking lot. 
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All children except the bed babies will take refuge at the playground where 

they can be easily and safely controlled. Bed babies will take refuge in the 

student building along with their caregiver.  

 

 

 

 

 

 

These policies and procedures are intended to better enable those who care 

for your child to provide the safest environment possible. By giving them 

our best efforts in providing for their needs, we are demonstrating God’s 

love for them. It is our desire to begin early in your child’s development to 

make church a place that in every way possible is fun, safe, and reflective of 

Christ’s character. In doing so, it is our prayer that a strong foundation will 

be built for your child to begin a life-long personal relationship with their 

Savior. 

 
 
 


