
Sunday AM Volunteer 
Handbook 

“Grow in the grace and knowledge of 
our Lord and Savior Jesus Christ”  

2 Peter 3:18 





Below are critical highlights from this Volunteer Handbook. Further detail regarding each of 
these policies is found in the pages that follow. Please ensure that you read and understand 
these highlights before serving. As you are able, please read this handbook in its entirety 
and refer back to its contents as needed. 
 

• Check in with staff before entering classroom. 
• Wear computer-generated nametag in a position, which is visible to parents and 

other volunteers. 
• Arrive on time to serve. Failure to do so requires adjustments in classroom 

arrangements, which may limit our ability to care for children who are registered to 
attend. 

• Cedar Springs Child Protection Policy requires that volunteers are never to be alone 
with a child, not in a classroom, bathroom or hallway.  

• Those serving with children under the age of 2 years will wear a smock, which is 
provided. This is to protect children and volunteers from the unnecessary 
transmission of germs. 

• Receive children into the classroom only if the parent arrives with computer-
generated nametags. 

• Children and volunteers are to follow the Nursery Health Policy/Sunday Morning 
COVID Protocols. 

• When changing a child’s diaper, one hand is ALWAYS to remain on the child. No 
exceptions. 

• Do not bring food of any type for the children in your care. Food will be served to a 
child only if it is brought by the parent, and is deemed necessary during the child’s 
stay with us. 

• ALWAYS know how many children are in your care.  
• Familiarize yourself with the Emergency Procedures, which are posted in each 

classroom. 
• Volunteers under the age of 18 are never to lift a child of any age. 
• Always lay a sleeping baby on his back or side…never on his tummy. 
• When parents come to pick up their child, ensure that the CODE on their pick up tag 

MATCHES the CODE on the child’s nametag. If they do not match, DO NOT release 
the child; call for staff member to release child to parent. 

• All items used are to be cleaned and misted with spray disinfectant provided in each 
classroom. 

IMPORTANT HIGHLIGHTS 





During	the	COVID-19	Pandemic,	the	following	protocols	have	been	put	in	place	to	
improve	the	safety	of	our	children,	volunteers	and	families.	Policies	and	procedures	
listed	below	override	the	conflicting	policy	in	this	handbook	until	further	notice.	

	

Child Health 
• Children who have had any of the following symptoms within the past 48 hours are asked to stay at 

home: fever above 99°F (without fever reducing medication), chills, cough, shortness of breath or 
difficulty breathing, fatigue, muscle or body aches, headache, new loss of taste or smell, sore 
throat, congestion or runny nose, nausea or vomiting, or diarrhea. 

• If child displays any of the above symptoms, parents will be contacted for pick up. 
 

 
Volunteer Health 
• Volunteers who have had any of the following symptoms within the past 48 hours are asked to stay 

at home: fever above 99°F (without fever reducing medication), chills, cough, shortness of breath or 
difficulty breathing, fatigue, muscle or body aches, headache, new loss of taste or smell, sore 
throat, congestion or runny nose, nausea or vomiting, or diarrhea. 

• Masks are optional for volunteers. Single use mask will be available. 
• Volunteers serving with children under the age of 2 yrs will wear smock over clothing. 
• Hand sanitizer will be available for frequent use. 

 
 
Check-In/Pick-Up 
• Volunteer will check-in children at computer.  
• Child’s hands will be sanitized upon entry into classroom. 
• Only essential items in labeled disposable bag in Nursery and Preschool classrooms,  

e.g., diaper, bottle for infant, pacifier.  
 

 
In the Classroom 
• Each classroom will be limited to 6-12 children (depending on age.)  
• Supplies such as crayons and glue sticks will not be shared between children. 
• Toys that a child has put in his mouth will be intercepted and sanitized. 
• No food or drink. Water fountains will be turned off. 

 
 
Sanitation 
All classrooms will be used once each Sunday or sanitized between services;  
classrooms, toys, surfaces and handles will be cleaned and sanitized between Sundays. 

Sunday Morning Protocols 



Cedar Springs Presbyterian  
Church Mission Statement: 

 
Respond to God’s Love by following Jesus in  

loving God, loving one another, and serving the world. 
 

 
HOW we seek to fulfill our mission in the Nursery Ministry: 
 
Love God 
Seek to create an environment where children and parents feel loved and 
safe, which includes age appropriate worship and Bible teaching. 
We teach the children that  
1.  God MADE them and all things.  
2.  God LOVES them and wants them to love Him.  
3.  Jesus died on the cross and rose from the dead so that they can 
 be part of his FAMILY forever.  
 
Love one another 
Seek to develop a relationship with each child and parent. Encourage 
parents to see themselves as the primary disciplers of their child and 
encourage them to extend the teaching at home.  
 
Serve the world 
Honor our commitment to serve the children and their parents by arriving 
prepared to serve in the classroom under the direction of the Cedar 
Springs Children’s Ministry. 

MISSION STATEMENT 



One of the beautiful aspects of the church, and more specifically Cedar 
Springs Presbyterian Church, is the increasing diversity with which we 
are blessed.  
Our families come from an increasing variety of backgrounds, cultures and experiences, 
and this is something that we appreciate and celebrate. It is our desire to always reflect the 
love of Christ, and we have the distinct opportunity to welcome, love and encourage the 
parents and the children.  
 
As we welcome each child and parent that comes into our care, 
remember that they are created in God’s image. Parents and children who do 
not look like you and/or behave or interact like you do will inevitably come into your care at 
times. Maybe this is because they are of a different nationality, have a different skin color, or 
perhaps a child in their family has been adopted or is being cared for through the foster care 
system. Or perhaps they have lived through experiences that have affected their 
temperament or emotional state. Some may have a physical or neurological condition that 
challenges them. Some differences are more evident than others. All that come into your 
care are loved by God.  
 
Because of the known or unknown background of the child and parents, 
it is never appropriate to make assumptions based on the child’s 
disability, behavior, ethnicity or challenging family situation. Our role is 
always to welcome, love and encourage. Furthermore for our own spiritual health and 
growth, when biases rise up in our minds and hearts, these are opportunities for us to turn 
to the Lord. Members of our Nursery and church staff are available if you would like 
someone with whom you can talk through these situations.  
 
Thank you for loving our families well in the name of Christ! 

THE BEAUTY OF DIVERSITY 



Cedar Springs Presbyterian Church has established a  
Child Protection Policy to protect 
 • Children from incidents of child abuse in the church 
 • Volunteers and staff from false accusation of child abuse 
 • Children from abuse outside the church  
 
Volunteer Requirements  
Adult Volunteers  Background Check Authorization; application, which includes questions 
about child abuse and contains a section to include 2 references; and a Volunteers’ Code of 
Conduct agreement is required for all volunteers age 18 and older, who will be serving with 
minors. We will be screening for offenses that would make one unsuitable for working with 
children. All information obtained is kept in confidence by our church administration. 
Minor Volunteers  A Confidential application, on which we ask volunteers to provide two 
personal references, is required for all volunteers under the age of 18 years. All information 
obtained will be kept in confidence.  
 
Reporting Procedures for Volunteers 
Any person who knows or has reasonable cause to suspect that a child has been abused 
shall report such knowledge or suspicion to the Tennessee Department of Human Services 
(1-877-237-0004.) In addition, volunteers are to immediately report any suspicion of child 
abuse or neglect to the Children’s Ministry Staff.  
 
Procedures in Place to Assure Policy Compliance 
 • A minimum of two non-related adult volunteers are to be in place to supervise a class, 
 even if the class consists of only one child. Volunteers are not to receive children into 
 the classroom until at least two non-related adult volunteers are present. 
 • Volunteers are never to be alone with a child, not in a classroom, bathroom or in the 
 hallway, walking from place to place. Move from areas (classroom, playground) as a 
 group or use the walkie-talkie to call for assistance from staff, in the case of 
 exceptions and emergencies. 
 • Volunteers are to remain in sight of other adult volunteer(s) or staff when assisting a child 
 in the bathroom. 
 • No photos of children are to be taken or posted on social media. 
 

CHILD PROTECTION POLICY 



All Nursery Volunteers are required to display the physical ability to meet the demand 
of caring for young children in a large group setting. This includes the ability to see, walk 
with a stable gate without the assistance of another person or device, bend or stoop, move 
quickly and keep pace with children, and respond to an emergency that requires evacuation 
of the children from the building.  
If serving with children age 0-12 months, it is required that volunteer is able to repeatedly lift 
20 lbs; if serving with children age 13 months-2 years, it is required that volunteer is able to 
lift 30 lbs as needed. 
 
Non-adult volunteers must be 12 years old to work in the nursery with the 2 year olds,  
14 years old to work with 1 year olds. They must be signed up to be on our monthly 
schedule, are not to change diapers in a room alone, and are never to be left alone to 
manage a class.  
 
Family Ministry Covenant  
Cedar Springs Children’s Ministry recognizes the Bible as the ultimate source of truth and 
wisdom. Because of this, we ask that our volunteers recognize what the Bible teaches 
regarding family and lifestyle choices. If you are participating in any of the following 
lifestyles, we ask that you refrain from serving in any area of Children’s Ministry.  
• Living with a member of the opposite sex outside of marriage 
• Participating in a homosexual relationship  
• Pursuing an affair outside of marriage 
• Using illegal drugs and/or excessively using alcohol 

NURSERY VOLUNTEER REQUIREMENTS 



 VOLUNTEER ROLES 

Role of Lead Caregivers  
• be the one to set the example for the others working in your room.  
• communicate concerns to the parents.  
• direct those working with you when things need to be done.  

If a classroom is not staffed with a regular Lead Caregiver on a particular Sunday, 
you may be asked in advance to serve in this role. 
 
Role of Two Year Old Teachers  

• equally share classroom responsibilities with others on your team  
• direct Junior Helpers and parent volunteers who assist in your classroom  
• teach weekly Bible lesson, utilizing curriculum provided by the Nursery 

Ministry staff,  
• coordinate your schedule with others on your teaching team. One member 

of each team will serve as the Schedule Coordinator.  
If a classroom is not staffed with a regular Teacher on a particular Sunday, you 
may be asked in advance to serve in this role. 
 
Parent Helper 
Parent volunteers serving 5x each year will arrive in the classroom with a special 
“Parent Helper” nametag. These parents receive minimal training. They are not 
asked to change diapers, or help children in the bathroom; they are asked to 
engage with the children during free play, participate during the Bible lesson, and 
assist regular volunteers as needed. 
 
Role of the Junior Helper  

• Follow the instructions of the Lead Volunteer in the classroom.  
• As the Lead Volunteer is signing in the children, incorporate those children 

into the classroom activities by playing with them on their level; NEVER lift a 
child. 

• Speak in a respectful way to all of the children.  
• Follow playground and classroom safety rules.  
• Place your phone where it will not be a distraction.  



 ARRIVAL-VOLUNTEERS 

  
• All Nursery Volunteers are asked to check in at the Nursery computer or 

registration desk prior to entering the classroom. The computer will generate a 
nametag, which is to be worn in a place that is visible to parents and other 
volunteers. 

• Volunteers serving during the 1st worship service are to be in assigned room and 
READY to receive children NO LATER THAN 8:00a.m.  

• Volunteers serving during the Middle hour are to be in the classroom NO LATER 
THAN 9:30a.m. This will enable the first hour volunteers time to get to their 
Sunday School class and/or get their own children to their classes.  

• Volunteers serving during the 2nd worship service are to be in assigned room 
and READY to receive children NO LATER THAN 10:45a.m.  

• The children will respond more favorably if they are able to enter a classroom 
that is in order and in which the caregivers are not hurried. Arriving before the 
children begin arriving provides time to check-in, put on a smock if applicable, lay 
out arrival activities (coloring sheets, playdough, puzzles) and pray.  

• Parent volunteers serving 5x each year will arrive in the classroom with a special 
“Parent Helper” nametag. These parents receive minimal training. They are not 
asked to change diapers, or help children in the bathroom; they are asked to 
engage with the children during free play, participate during the Bible lesson, and 
assist regular volunteers as needed.  

• At times, the elementary age children of a volunteer will be serving alongside 
their parents. These children are encouraged to play with the younger children 
on the floor. However, non-adults are NEVER to lift or carry the children in the 
class.  

• All volunteers working with children under the age of one year are requested to 
wear a smock: to protect your clothes, to protect the children from objects you 
might have on your clothes, and to protect both of you from germs.  

• If you are serving in a 2&3 year old class, when arriving in the classroom, place a 
colored dot sticker on your nametag so the children will know their room color; 
these same colored dot stickers will also be placed on the children’s nametags 
as they arrive. 



 ARRIVAL-CHILDREN 

Before parents bring their children to the classroom, they will either check-in at 
the computer or the Nursery Registration Desk.  When the parent brings his 
child to the classroom, he should come with 3 tags: 

Allergy and 
special pick up 
information will 
print on child’s 
tags. 

Parent Pick Up Tag 

Nametag #1 

Nametag #2 

Computer assigns a random code 
each time tags are generated; the 
code on all 3 tags are the same. 

First time visitors will arrive in your 
classroom with hand-written tags: 



 RECEIVING CHILDREN 

SIGN IN:  The volunteer serving as Lead Caregiver or Teacher is to be the one to greet 
the children and their parents.  Other volunteers will take the child from the greeter and 
incorporate him into the room activities. Parents will sign in their child on the sign in 
sheet.  Be sure that they include: 
 

• Full Name 
• Medical/allergy information 
• Special Instructions 
• Pager or Cell Phone Number 
• Parent location for each hour 

 
Allergies and health concerns, along with any special pick up instructions will print on 
the child’s nametag if applicable. 
Please follow parents’ instructions, especially as it pertains to feeding and diaper/potty 
needs. 
 
PARENT RECEIPT:  Advise parents to keep Parent Receipt/Safecare card in a safe 
place; they will need it in order to pick up their child.  Parents who do not have       
receipt at time of pick up will be required to show photo-identification to staff before 
their child can be released. 
 
BEYOND THE GATE:  Take each child and his belongings from the parent AT THE 
GATE.  Only nursery volunteers are to walk through the gate.  An exception to this 
would be in the case where a child is having a very difficult time separating, and the 
parent wants to come into the room to get the child adjusted.  As long as the parent is 
tending to HIS child, he may remain in the classroom. 
 
LABEL ALL ITEMS:  Make sure bags and all other belongings are  
LABELED!!  If an item is not labeled, ask the parent to label it. All sippy cups,      
pacifiers, jackets, and other belongings can be labeled with a Sharpie marker. Do NOT 
use tape of any type to label items; this could become a choking hazard. 



 RECEIVING CHILDREN 

DOT STICKERS:  In 2&3 Year Old Classes, please place one of the colored dot 
stickers on each child’s nametag. 
 
OFFERING:  If a child brings offering, ask him upon arrival to place the offering in the 
basket on the sign in counter. Coins remaining in children’s pockets could prove to 
be a dangerous choking hazard. 
 
SEPARATION ANXIETY:  Assure parents that if their child is having separation 
anxiety we will make every attempt to calm the child and keep him happy, and we will 
not let the child cry for great lengths of time. Ask the parents how long we should let 
their child cry before we page or call them. 
 
CONTACTING PARENTS:  Please do not try to locate parents yourself; alert a staff 
member if a parent needs to be paged or called. 
 
HEALTH POLICY: 
If a parent brings a child to your classroom who appears to be sick, please observe 
the following Health Policy.  This policy will also be posted on the countertop in each 
classroom for parents’ reference. 
 
Children attending Cedar Springs Children’s Ministry must be free from 
communicable disease and free of fever, unexplained rash, upset stomach, diarrhea, 
vomiting, crusty or oozing eyes, and respiratory infection for at least 24 hours. 
(symptoms of respiratory infection include sore throat, nasal congestion, earache, 
cough, and white, yellow or green drainage.) The Cedar Springs Children’s Ministry 
reserves the right to refuse children who may pose a risk to others. 



 
SICK CHILDREN: Children who may be sick are not to be received into the classroom; if 
you are unsure whether or not a child is sick, ask the parents if the symptoms you observe 
are “normal” for their child. 
If a parent has already left a child when you discover he may be sick, remove the child from 

the classroom; take them to a staff member for evaluation. 
 
 
WASHING HANDS: All children are to wash their hands thoroughly with soap and water 
after using the bathroom and when returning from the playground.  Do NOT use baby wipes 
or hand sanitizer to clean the children’s hands. 
Volunteers are to wash their hands thoroughly with soap and water after helping a child in 

the bathroom. 
Wash hands or use hand sanitizer after helping a child with a runny nose. 
 
 
BEDS AND TOYS: The beds and toys are ready for use when you arrive.  If a bed is used 
or if a different child needs to use a bed, please remove the sheet, clean the mattress with 
spray disinfectant, and place a clean sheet on the bed.   
ALL TOYS should be DISINFECTED after use. 
Please try to intercept toys that have been in a child’s mouth by tossing them into the “yucky 

Bucket.”  When you have an opportunity to disinfect, do so with spray disinfectant, rinse, 
dry and return toys to the storage containers. 

 
 

SANITATION 



 
CHANGING DIAPERS 
All children in diapers should be checked, and changed if necessary during the hour. 

Children who stay in the Nursery more than one hour should be changed during the 2nd 
hour they attend, before parents pick-up. 

Use a NEW set of vinyl gloves with EACH diaper change. 
After each diaper change, spray and wipe changing pad with disinfectant. 
Wash hands or use hand sanitizer after EVERY diaper change. 
Place “dirty” diapers and vinyl gloves in a plastic bag and tie shut before taking to the 

Nursery registration area. . 
If you change a cloth diaper, please triple bag the dirty diaper and place in child’s diaper 

bag. Do NOT attempt to rinse or clean the diaper; this would be unsanitary. 
Diaper ointments and creams are only to be used for the child to whom they belong, if the 

parent has left instructions to do so.  Do not use hand lotion, which is provided for the 
volunteers, on the children. 

 
USING THE “POTTY” 
Potty training stickers are available in our 2&3 year old classrooms.  
Don’t ask each child if he needs to go – tell him that it is time to go. 
Always take a classroom “potty break” before going on the playground. Encourage each 

child to use the potty before you go out.  This will eliminate the need to bring a child in 
alone and/or leave a teacher alone on the playground.     

If a child has a bathroom accident, use vinyl gloves and plastic bags when cleaning up. Also 
encourage him to let a teacher know next time he needs to go.  Extra clothing is 
available if parents have not provided a change of clothing. 

Try to never be alone with a child in the bathroom. Leave the bathroom door open   during 
use. Our Child Protection Policy states that whenever possible there should always be 
two non-related adults in each room, even if there is only one child. This is for YOUR 
safety as well as for the child’s. 

 

SANITATION 



 
EVACUATION PROCEDURES 
It is very important to ALWAYS know how many children are in your care. 
Any time the fire alarm sounds, we are to evacuate the building. The alarm will be VERY 
loud. Follow these steps: 
 
In Classrooms with “Walkers” 

• Line up children, 
• Count children, and verify with sign-in sheet, 
• Take sign-in sheet with you, 
• Check the bathrooms & the entire classroom thoroughly to ensure that all children 

are accounted for, 
• Exit through exterior door, 
• Walk westward on sidewalk, around chapel to the small playground, 
• Count children, and verify with sign-in sheet, 
• Wait for instructions, 
• Do not release children until you have accounted for all children at the playground. 
• Quickly and calmly exit according to the route posted in your classroom, 
• Take the children to the small 2-5 year old playground, 
• Do not return to the classroom until you are given instructions to do so. 

 
In Classrooms with “Non-Walkers” 

• Evacuation Cribs are marked and positioned for quick use. 
• Place as many children as possible in this crib; carry remaining children, 
• Follow instructions listed above for “Walkers.” 

 
 
 

EMERGENCY PROCEDURES 

	



LOCK DOWN PROCEDURES 
It is very important to ALWAYS know how many children are in your care. 
When you arrive, your classroom door will be locked, but propped open. The reason for this 
is that in the event that we need to quickly secure each classroom, we are able to do so.  If 
we become aware of a threat in the building, you will be notified that we are on Lock Down.  
You will quickly follow these steps: 
• Close classroom door. It will lock automatically. 
• Count children. Verify with sign-in sheet. 
• Turn off lights. 
• Do not draw attention. Remain silent. 
• Wait for instructions. 
• If called to evacuate, follow exit route. 
• Walk westward on sidewalk, around chapel to the small playground. 
• Do not release children until you have accounted for all children at the playground. 
	
 
 
 
SEVERE WEATHER 
It is very important to ALWAYS know how many children are in your care. 
If we become aware of severe weather in the area, volunteers will be notified by nursery 

staff of which interior room to go to with your class. 
	

EMERGENCY PROCEDURES 
 



SAFE CARE SYSTEM: Our Computer Check-In System is designed for the protection of 
the children. NEVER release a child to an adult who does not have the child’s               
corresponding receipt, or to anyone under the age of 18, even if they have the receipt.  
(see Parent Pick-up procedures for more information.) 
 
SNACKS: The children will NOT have a regular, designated snack time. 
If a parent sends snack items with their child, please let them know that we will not have a 

classroom snack time, but we will serve the child his snack, if it reasonable to do so, and 
if it appears to be necessary, that is if the child is unsettled or tells you he is hungry. 

If a snack is served, have the child wash his hands with soap and water, before AND after 
eating his snack. 

Ask the children to sit at the table to eat their snack; do not allow them to walk around the 
room with food.   

Please DO NOT bring in any snacks or candy for the children. Certain food items may pose 
a serious if not potentially fatal health risk for some children. 

 
CHEWING GUM: Gum chewing is not allowed for sanitary reasons, and this may also be a 
choking hazard.  Please set a good example for the children by not chewing gum yourself. 
 

“SAFE CARE” & SNACKS 
 



ESTABLISH DISCIPLINE WITH BASIC RULES: obey your teachers, be kind to one 
another.  
 
Discipline Procedures: 
 1st time:   explain to the child how his behavior needs to change 
 2nd time: sit out with the child, to talk and redirect 
 3rd time: time out (one minute per child’s age in years) 
 4th time: time out/discuss behavior with supervisor and determine who will  
   describe child’s behavior to his parents 
 
REMAIN IN THE ROOM: Volunteers should remain in the room until replacement 
volunteers arrive. 
There should always be at least two non-related adult volunteers in a classroom…even if 
you have only one child. 
 
 
SIT ONLY ON CHAIRS: Please do not sit on or allow others to sit on tables, cabinets, or 
windowsills.  This will set a good example for the children. 
DO NOT ALLOW CHILDREN TO CLIMB or SIT on tables, cabinets, or windowsills or stand 

in chairs. Also do not allow children to sit in adult rocking chairs. 
 
TWO YEAR OLDS KEEP THEIR FEET ON THE FLOOR: When walking to and from the 
playground, please allow the children to walk. It may take a little longer, but it is one way 
that we communicate to the children our confidence in their ability to walk on their own. NO 
piggy back or shoulder rides EVER!  Inside or out. 

 
 
WALKIE TALKIES: Each classroom is equipped with a walkie-talkie; this may be used 
throughout the morning to communicate with someone at the desk. 
  

SAFETY 



 
INFANT SAFETY: 
Always lay a sleeping baby on his back or side...never on his tummy. 
If a child comes into the classroom sleeping in his carseat, always place the carseat on the 

floor with the child within your view...never place carseat in a crib. 
 
 
GIVE THEM YOUR ATTENTION: 
Make sure every child who is awake has been hugged, rocked or played with during the 

hour. Make an effort to play with them, read to them or sing to them. 
Please do not carry on long conversations with each other. Please be aware of where every 

child is and what their needs are. You are here primarily for the children. 
It is very important to ALWAYS know how many children are in your care. 
 
 
WALKING WITH THE CHILDREN IN STROLLERS OR WAGONS: 
At times, it may be helpful to walk, stroll or give a wagon ride to some of the children in your 
care. If you are asked to do this, please make sure that you are wearing a nursery nametag, 
and that you stay on the Nursery Hall. The volunteer serving as the Lead Caregiver should 
stay in the classroom along with at least one other adult volunteer. All volunteers and 
children should return to the classroom at least 15 minutes prior to the end of the hour. 
 
 
 
 

SAFETY & SECURITY 



INJURIES: Although we are proactive about preventing injuries, they do sometimes occur.   
 
In the event of a minor injury,  

• Give comfort and first aid as needed.  
• Use ice and Band-aids if needed (available at the desk.) 
• An “Ouch Report” will be completed with your assistance.  One copy will go home 

with the parent and one copy will be kept on file at the church.  
• Verbally tell the parents about the accident when they come to pick up their child. 

 
In the event of a major injury,  

• Give comfort and first aid as needed. 
• Immediately inform a staff member. 
• Do not try to contact the parent yourself; a staff member will find them. An Accident 

Report will be completed, with the assistance of witnesses.  
 
FIRST AID: Thermometer, band aids, and ice packs are available at the desk. 
Volunteers are NEVER to administer medication to children in their care, with the   
exception of an Epi-Pen, if it has been provided by the parent, along with specific 

INJURIES & FIRST AID 
 

Cedar Springs Nursery “Ouch” Report 
 
 
Date _______   Time ________    
 
Child’s Name _________________________ 
 
What happened   ________________________________________________ 
 
What caused it  _________________________________________________ 
 
Where did it happen  _____________________________________________ 
 
Witness(es)  ___________________________________________________ 
 
First Aid administered ____________________________________________ 

 

Note:  Please complete report and 
make a photocopy.  One copy goes 
home with the parent; one copy 
goes to the Nursery Director. 

Cedar Springs Nursery “Ouch” Report 
 
 
Date _______   Time ________    
 
Child’s Name _________________________ 
 
What happened   ________________________________________________ 
 
What caused it  _________________________________________________ 
 
Where did it happen  _____________________________________________ 
 
Witness(es)  ___________________________________________________ 
 
First Aid administered ____________________________________________ 

 

Note:  Please complete report and 
make a photocopy.  One copy goes 
home with the parent; one copy 
goes to the Nursery Director. 



PARENT INFORMATON SHEETS: 
A parent information sheet should be filled out for every child under the age of two years. 
They are stored on the sign-in counter.  
Record diaper and feeding information. 
Communicate any other information about the care of that child. 
Hand information sheet to parents when they pick up. 

 
HAVE CHILDREN READY TO LEAVE: 
All children’s diapers should be checked at least 10 minutes before leaving time (unless 

they are asleep.) 
If the child is asleep, tell the parent that you did not change him because he was sleeping; 

upon their arrival, ask the parent if they would like for you to change the child’s diaper 
before they leave. 
 

PARENTS ARRIVE: 
When the parents arrive to pick up their child, request the parent receipt  

(or Safecare card) and pager (if applicable) from the parent. 
CHECK TO SEE THAT THE CODE ON THE RECEIPT MATCHES  

THE CODE ON THE CHILD’S NAMETAG.   
If the parents have multiple children in the Nursery or Preschool, they may keep the receipt 

to go and pick up additional children.  If not, take the receipt and dispose of it. 
If the receipt cannot be found, BEFORE releasing the child, SEND THE PARENTS TO THE 

NURSERY REGISTRATION DESK. Nursery staff will identify the parent and escort them 
back to your classroom, and authorize the child’s release.   

Ask parents to please wait at the gate for their child to be brought to them. 
Do not release the child to anyone under the age of 18.   
When a child leaves after first hour, draw one line through the child’s name on the 
 sign in sheet. 
 

PARENT PICK-UP 



RETURNING ROOMS TO THE PROPER ORDER is the responsibility of ALL volunteers. 
 
TOYS 
Clean toys with disinfectant spray, wipe off and put away. 
Please do not leave toys in “Yucky Bucket”, sink or on counter to dry. 
Straighten the toys on the shelves. 
Put things together that belong together. 
Encourage the children to help you put toys away. 
 
DIRTY LINENS 
Replace crib sheets after the beds have been cleaned. 
Place used sheets and nursery smocks in laundry basket in the Nursery kitchen. 
 
EQUIPMENT AND FURNITURE 
Everything used –  

• cribs 
• mattresses  
• toys  
• exersaucers  
• swings  
• strollers  
• table tops 
• countertops 
• diaper changing area 

SHOULD BE CLEANED WITH THE SPRAY DISINFECTANT. 
 
Dustpans and brooms are available if needed. 
 

CLOSING PROCEDURES 



 
 
Curriculum will be provided prior to the beginning of each quarter for the Two Year Old 
classes.  
 
CURRICULUM TEACHER BOOKS will be provided; these will be available to take home in 
order to prepare Bible lessons.  Please return books to classroom cabinet when not in use, 
making them available for other Teachers as needed.  
 
WEEKLY EMAILS will be sent to all teachers. These will contain Teacher devotional and 
Bible lesson Scripture reference for the following Sunday. Bible lesson, coloring pages and 
activity or craft materials and instructions will be provided each week. 
 
SCRIPTURE MEMORY VERSES are included in the curriculum.  
Allow time to go over the Scripture verses with the class.  
 
WEEKLY TAKE HOME CARDS are provided for each child; these include the Bible lesson 
Scripture reference, lesson highlights, Memory verse and catechism questions for the week. 
This is important information that the parents can use to reinforce at home, the lesson that 
was taught in the classroom. Ensure that each parent receives one each week.  
 

2 YEAR OLD CURRICULUM 



 
SEASONAL CHARACTERS 
Please do not use or teach about characters such as Santa Claus or the Easter Bunny, nor 
encourage Halloween, especially evil characters.  We have the distinct privilege of teaching 
the children about Jesus. Please also discourage the use of toy guns and fighting games. 
 
NO TAPE OF ANY KIND SHOULD BE USED ON WALLS 
Mounting tabs are available if you would like to put something on the wall.   
 
WALKIE TALKIES 
A Walkie Talkie will be available on your countertop in the event that you need to call 
someone from the front desk, OR 
If a staff member needs to communicate important information to all classes. 
 
IF YOU ARE ILL OR ARE UNABLE TO BE AT CHURCH 
 
First, call your alternate or another member of your teaching team. If your alternate or team 

members cannot fill in, please call or text Beth Miller (865-809-7782.) 
If you know in advance which Sunday you will need help, please notify Beth in advance. 

She can find a substitute or even send out an email to recruit parent volunteers. 
The direct phone numbers to the Nursery office are  
Beth Miller (291-5259) or Kris Johnson (291-5242) 
or you can email us at bethmiller@cspc.net or krisjohnson@cspc.net.  
 
 

MISCELLANEOUS 



The playground is for church sponsored activities only. All children in the playground must 
be supervised by church personnel and must follow the posted safety rules. 
 
 
PLAYGROUND TIMES are posted in the classrooms. 
Start 5 minutes before your time, to line up and walk out.  
Please abide by the time set for your room to prevent having too many children on the playground 
at one time. 
If it is raining or if the wind chill is below 32° F, or the heat index is above 92°F, stay inside. 
If the class is going to the playground, do not give the children the option to stay inside. 
 
GOING TO THE PLAYGROUND: 
Make sure all appropriate children “potty” before going out 
Know your room color and number; ensure that a colored dot sticker is on each child’s nametag. 
Put your location sheet on your countertop where it will be visible to parents who may arrive with 

their children. 
Take your sign-in sheet, clipboard and walkie-talkie with you to the playground. 
Take playground bag with you; this contains tissues, wipes, hand sanitizer, paper towels and vinyl 

gloves. 
All classes will use the small toddler playground (for ages 2-5.) 
 
 
ALWAYS count the children 4 times: 

1. When leaving your room 
2. When entering playground 
3. When leaving playground 
4. When returning your room 

 
 
 
 

PLAYGROUND 



                                                                                                Cedar Springs Presbyterian Church 
 

Playground Safety  
Rules 

 
The Cedar Springs Presbyterian Church playground is to be used for church sponsored 

activities only.  All children on the playground must be supervised by authorized church          
personnel, who are required to enforce the following safety rules: 

 
 
 Two playground areas exist, one for children age 2-5 years and younger, another for children age 4-12 

years.  Please adhere to these age restrictions. 
 

 Authorized church personnel may include, but are not limited to Weekday School teachers, Nursery 
workers, and Sunday School volunteers; these individuals are to be positioned throughout the play-
ground, so that all areas of play are supervised.  (See back for proper positioning of personnel.  If more 
than four individuals are available, personnel should be positioned where need exists, e.g., swings.)  
Teachers/workers should rotate between positions.  No more than one teacher/worker is to be seated 
on a bench at a time.  

 

 The first authorized personnel to arrive at the playground is to unlock the gate, and lock the      
combination lock beside gate latch, out of children’s reach.  The last of the personnel to leave the play-
ground is to lock the playground gate, using the combination lock. 

 

 Being in proper position and interacting with the children, as they play, is the best proactive means 
of preventing injuries.  

 
 Use equipment for the purpose it was designed; no climbing on fences, tables, or the sides or tops 

of structures, e.g., play houses. 
 

 Allow only one child per swing.  Please do not allow children to stand on swings, tummy swing, swing 
side to side, twist chains, partner swing, or push one another on the swing.  Be especially cautious to 
see that children do not walk in the path of other children who are playing on the swings. 

 

 Green mountain climber is to be climbed UP ONLY. 
 

 One child at a time on balance beam; do not allow children to use underneath side of balance beam 
as monkey bars.   

 

 No running on play equipment. 
 

 Children are to slide ONE AT A TIME down the slides on their bottom, feet first ONLY.  Do not allow 
children to slide down on their backs, on their tummies, or head first.  No climbing UP the slides.  On the 
playground for 4-12 yr olds, no more than 3 children are to be on the platform of the triple slide, ONE 
PER SLIDE.  Children are never to push one another down any slide. 

 

 Do not lift children up to monkey bars or zip line.  If the bar is too high 
for the child to reach on his own, it is not age appropriate.  No child          
regardless of age or ability is to sit or stand on top of the monkey bars.   
Children are not to be pushed by anyone on the zip line. Children are to  
enter these overhead activities from the adjoining platform. 

 

 Do not lift children over the fence. 
 
 

 Allow only 3 children to sit on the seats of the 3 seated bouncer, on the 
older playground.  3 additional children may sit in the middle of the bouncer, 
but no children are to stand on this piece of equipment. 

 

 No chewing gum is allowed on the playground; this could pose a choking 
hazard or damage the play surfaces. 

 

 No food or drink is allowed on either playground. 
 
 



 



	

VOLUNTEER AGREEMENT 

I __________________________________ have read the 2020-21 Sunday AM Nursery 

Volunteer Handbook. I understand its contents and agree to comply with the policies and 

procedures outlined. 

 

 

Signature ___________________________________________  Date _____________ 


