[bookmark: _GoBack]Welcome to the Celebrate KiDS Team!

What an awesome opportunity we have to serve God together!  Every week we have the blessing of speaking into the lives of children.  Through your smile, words and heart, these kids can come to know Jesus in a real way. 


The purpose of this book is to:
· Give you information and tools for making an impact on kids’ lives and their eternal salvation.
· Give you insights on what we have learned, and rationale as to why we do the things that we do.


Why KiDS ministry? 
· When kids are in an age appropriate environment, they learn better.
· In the adult service, the kids’ parents are also able to learn better, because they have time to relax and focus on the message. 

As a Celebrate KiDS team member, you are the most important aspect of the environment.  We don’t ask you to BE the best, we ask you to strive to be and give YOUR best.  This playbook will give you the necessary principles to serve GOD and our guests with excellence.

“Train up a child in the way he should go; even when he is old he will not depart from it.”  Proverbs 22:6 (ESV) 


Eligibility to Serve

You are eligible to serve if you:

· Completed an interview with a KiDS staff member or leader.

· Completed a Starter Pack (application pack) and passed a background check (if 18 or older).

· Had 2 successful reference calls, which are completed by staff or leader.

· Signed the Serving Guidelines Form 

If you are under 18 years of age, you must be supervised by a parent, guardian or designated leader, in order to serve in Celebrate KiDS ministry.  










Vision – Values – Purpose

Vision - Celebrate is DEVOTED to building RELATIONSHIPS that grow thousands of people in CHRIST – TOWARD the fulfillment of the Great Commission.

Values – Welcome, Worship, Word

Welcome – everyone is welcome and wanted at Celebrate.  We want people to feel welcome, and we say “Welcome Home!”  

Worship – worship is not a what, it’s a WHO.  Worship is how we express our love for God, our faith in Him, our trust in Him, and our obedience to Him.  It is the attitude we choose despite anything we are going through – we focus on God and His character, not our circumstances.  

Word  – The Bible is the greatest love letter ever written – from God to us.  Through studying the Word, we learn about God and what He wants for us.  When we make the Bible our one true authority, we begin to walk by faith, not by feeling.  And it becomes the fullest life you could ever experience. 

Purpose - Loving God, Loving People




A Servant Mindset: Guests
“… And the Father will honor anyone who serves me.” John 12:26b (NLT)
· Research shows that first-time guests make up their minds about if they will return to church within the first 10 minutes of their visit.  This happens before parents even sit down in the Celebration Center!

· Watch for children with the Celebrate KiDS logo sticker, which means it is their first time in a KiDS environment.  Church can be intimidating.  Take time to engage with these families and make them feel as comfortable as possible.  

· Leave the best for our guest.  In order to leave the best parking spots for our guests, each location has designated server parking spots.  Ask your leader for details.


Adult Visitors

· The only adults allowed in a children’s environment are parents/guardians, while they are dropping their child off or picking them up, and team members with a name badge.  For new families, the parents are allowed to stay and observe the service for approximately 5 minutes.  

· Tours are not allowed on the weekends, as safety is our priority.  If parents want to know more about Celebrate KiDS, they may call the church office at 357-7067 (Mon.-Fri. 9:00-4:30) to speak with a KiDS staff member about scheduling a tour. 
Protect the Team 
· We Attend 1 and Serve 1.  Attend one service every weekend, and serve one service as close to every weekend as possible.  A battery cannot put out what it does not have.

· We arrive on time.  Team members should arrive 30 minutes before service starts.  This is to ensure safe adult to child ratios.  When team members do not arrive on time, this affects being able to safely check in children and puts undue stress on other team members and the families we serve.   

· We encourage one another and “we will speak the truth in love.” Eph. 4:15 (NLT).  Always go to the person first, with a right heart.

· We develop and equip team members.  Welcome new team members and encourage them to ask any questions that they may have.

· We continually invite others to join us in the joy of serving.  
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Check in ends 20 minutes into the service.
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Environments close 20 minutes after the adult service ends. 

Protect the Message
“…All Scripture is breathed out by God and profitable for teaching.”       2 Timothy 3:16 (ESV)
· We pray for each other and the kids.  We strive to read our Bibles daily.

· We are prepared.  Example: Elementary teams read their lesson plans online before they arrive to serve.

· We focus on the kids by eliminating distractions, such as cell phones and social conversations with team members while kids are present.

· We keep the kids focused on the message by letting them know what is expected of them.


Protect the Environment
· We take care of God's house by keeping it clean.

· We report to the service leader when something is broken so it can be fixed.

· We always leave the environment better than we found it, and ready for the next service or tours during the week.

· We make sure the kids are treating the games and toys provided for them with care.

Protect the KiDS
“But Jesus said, ‘Let the little children come to Me and do not hinder them, for to such belongs the kingdom of heaven.” Matthew 19:14 (ESV)
· We keep the environments secure. If someone other than a parent or guardian is in a KiDS environment, every team member has the authorization to talk to them:  1) Approach them nicely, 2) Ask if you can help, and 3) Assist them with learning that only team members and parents/guardians are allowed in our KiDS environments due to safety.  

· We are never alone with a child.  There should always be at least two team members in a room or in line of sight of each other.

· We make sure the kids are safe physically, spiritually and emotionally.  If you notice something that is not safe, report it to your team leader or a KiDS staff member.
           
         Child to Adult Ratios 
· To ensure a safe environment, we have set the following team member to child ratios.  

Age/Grade			Team Member           Child
Nursery	 (Birth and Non-Walkers)	1		2 
Nursery (Toddlers age 1 & 2)		1		4
2 Year Olds				1		5
Pre-School (3-5 Year Olds)		1		8
Kindergarten – 2nd Grade		1		10
3rd – 5th Grade				1		12

Check-Out Procedures

· While the family # remains the same every time and is used for paging, the safe # is unique for every set of tags and is what should be used for check out.  
· A child is absolutely not allowed to go with anyone that does not have a nametag that matches the child’s nametag.  

· Checking Tags
· Do not rely solely on matching the child’s first and last name!  The safety number (top left corner of nametag) is unique each time a set of tags is printed.  This ensures that the child is being matched to the person who originally checked them in. 

Matching Child Name Tags for Check Out

Safe # BBR4H	l  Family #: 7573
DOB: 3/23/2015
First Name
Last Name
Class Room (i.e. 13-18 months, K-2)

                                                    



Safe # BBR4H	l  Family #: 7573
DOB: 3/23/2015
First Name
Last Name
Class Room (i.e. 13-18 months, K-2)











· In the event that a child or parent has no name tag, the parent/guardian must fill out a ‘pick-up form’.  When the form has been completed, please review the form and ask them for identification (such as a driver’s license). Sign the Leader Signature line and mark that identification was verified.  If the parent becomes agitated, remind them that this is for their child’s safety.  Typically, when they understand the why behind the policy, they are appreciative of our safety measures.  
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Bathroom Procedures
    If a bathroom is unisex, only allow one gender in at a time.

      Bathrooms inside the Environment
· Preschool children should always be accompanied by an adult, female team member.  If assistance is required by a child, keep the bathroom stall door open.  
· For elementary children, a female team member should monitor the bathroom from outside the door.  

Bathrooms outside the Environment 
· Regardless of age, an adult female should take the child.  Check the bathroom to make sure that it is clear of adults.  If there is an adult in the restroom, wait for them to leave before sending the child in.  If an adult attempts to use the bathroom while a child is in there, ask them to wait outside until the child is finished.
· Remain outside the main door to the bathroom and keep the main door open, if possible.
· If a child asks for or needs assistance, provide minimal assistance and keep the bathroom stall door open.

Diaper Changing
· All diaper changing shall be performed by an adult, female team member ONLY.  Procedures are available in all environments with changing areas.




Healthy Interactions 

It’s our job to model healthy boundaries with kids.  

“so that you may live a life worthy of the Lord and please Him in every way…” Colossians 1:10 (NIV)

      Interactions with Kids  
· Always kneel or bend down to get on the child’s level when speaking to them or when assisting them with an activity. 

· Concerning behavior, the majority of behavior management is prevention, through: Prayer, Preparation, and by being Present.  

· Pray for the church, Pastor Keith, the services, and the kids and parents weekly.

· Prepare your heart and mind for service.  Depending on your role, additional weekly preparation may be required.

· Be Present.  Arrive 30 minutes before the service starts.  After the team gathers together for VIP (Vision, Information, and Prayer) be actively engaged with children, building relationships. 

· Address situations using a positive tone and simple words.  If necessary, ask another team member for assistance.  

· Try to make 3 attempts with 3 different leaders to calm the child before we interrupt the adult weekend service to contact the parents.  
Appropriate Talk

· Give verbal praise for achievement and behavior that does not relate to physique or body development.

· Give verbal encouragement and Bible-based teaching.

· No swearing/vulgar language, verbal harassment or abuse.

· No individual secrets or special gifts.
      
Appropriate Touch

· Give high fives, fist bumps and smiles.  Never kiss, wrestle with, tickle or give massages to a child.

· Give brief side hugs or an arm around the shoulder.

· Never touch a child’s private parts (the only exception is when an adult, female team member changes diapers or gives bathroom assistance).

· Never touch a child in anger, disgust or frustration.

· Do not allow children to sit on your lap or play with your clothes or hair.  (Younger preschool children may require the physical boundary of sitting on a female leader’s lap, but ask them to sit next to you as soon as possible, or have them sit on your knee.)
  


Emergencies


· Evacuation Procedures – Please follow emergency procedures specific to the environment you are serving in.  Ask a leader/staff member where copies of these procedures are stored.

 
· Each church location is equipped with an AED (Automated External Defibrillator).  Check your specific location to familiarize yourself with its placement.  


· Child Abuse – We see hundreds of kids every week, coming from all backgrounds and home environments.  In the event that child abuse is suspected, please alert your staff contact immediately (so action can be taken before the service ends, if needed).  We have a procedure for this, and will take it from there.  

· If there is an accusation of any kind of abuse against a team member, that person will be asked to immediately discontinue serving until all issues are resolved.  


· In the event of a medical emergency, the service leader will contact guest services and guest services will contact the medical team.   



Injuries


· Typically an injury can be treated with a little tender loving care and a Band-Aid, but we need to be prepared for everything. Ask the leader/staff member where First-Aid kits are stored in your environment.


· In the case of a minor injury, treat the child and complete an Ouch Report.  Talk with the parent upon their arrival and let them know what happened.  This form needs to be sent home with the parent/guardian picking the child up.  Give the carbon copy to your staff contact.

            [image: ]
· With exception of an Epi-Pen, we are not authorized to dispense any over-the-counter or prescription medications.  In the event a child needs more attention than we can provide, the parent will be notified.  






Guidelines 
for Celebrate KiDS Team Members
We are called to tell others about Jesus and there is no audience more open to this message than children.  We have the greatest opportunity to impact lives through our service in Celebrate KiDS!   Each service, parents entrust us with the instruction and care of their children …. and from the one who has been entrusted with much, much more will be asked.  (Luke 12:48)  
Team members need to adhere to the following guidelines:
1. Check in with the Team/Room Leader 30 minutes prior to service.

2. Each environment must always have a minimum of two team members and, ideally, an additional adult or youth team member.

3. No food or drink is allowed in the room during service (other than the snacks for children).

4. Stay in the classroom until service is over AND you have been dismissed by team leader.

5. Electronic devices are not to be used while serving in order to focus on building relationships.

6. To protect the children, we cannot take photos or post photos online of children in our care (unless done by a Celebrate authorized photographer).  

7.  We Attend 1 and Serve 1.  Attend one service every weekend, and serve one service as close to every weekend as possible.  A battery cannot put out what it does not have.


8. Wear a nametag at all times.  If yours is not available, wear a “Team Member” badge.

9. Focus on the children.  Conversations between team members should be limited during the time when we are serving the children. Before/after conversation of team members is encouraged to build a strong team!

10. Establish healthy boundaries.  For example, encourage children to sit on the floor, not your lap.  

11. Use positive tones and simple words to redirect behaviors.

12. Diaper changing/bathroom breaks shall be done by an adult, female team member.

13. Failure to abide by any of these guidelines may result in loss of serving privileges.


______________________________________________________
Signature						Date 
Additional Guidelines for Celebrate KiDS Team Members 17 Years Old and Under 

1. All team members 17 years old and under must be supervised by a parent, guardian or designated leader, in order to serve in Children’s Ministry.  

2. Be respectful and obedient to adult leaders in the classroom.

3. No carrying of children is allowed unless instructed to do so.

4. Refer to the below chart for age-appropriate areas to serve. 
Age Serving Guidelines
	
	0-12 mo.
	13-24 months. 
	2-5 year
	K-2nd
	3-5th 

	K-2nd grade
	N
	N
	Y (with parent)
	N
	N

	3-5th grade
	N
	Y (with parent)
	Y (with parent)
	N
	N

	6th-8th grade
	N
	Y
	Y
	Y
	N

	9th grade-17 years
	Y
	Y 
	Y
	Y
	Y







______________________________________________
Signature of Minor				Date


______________________________________________
Signature of Parent/Guardian                  		Date
Now it’s GAME TIME.

It's time to make an IMPACT.

Children matter to God, and they matter at Celebrate.  More than half of those who accept Jesus will do so before age 12.  And by the time a child is 9, their basic moral foundation will already be set.  

You have an opportunity to make a positive impact in our world through the discipleship of the next generation.  

Serving in any capacity takes commitment and is a lifestyle change, but IT'S WORTH IT!  Soon, you’ll get to know kids’ names and faces, and then God will use you to change their lives.  


Thank you for choosing to serve with Celebrate KiDS!
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