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The Preschool Ministry is a vital part of the overall ministry of 
Englewood Baptist Church.  Preschool Ministry is where we 
partner with parents to offer children their first glimpse of the 
love of God—for infants, it comes through loving caregivers who 
meet their physical needs.  For older preschoolers, it comes 
through the teaching of dedicated volunteers who love God and 
are willing to serve Him by serving others. 
 
To accomplish our goals, we offer multiple opportunities for 
children to hear the good news about Jesus and to begin 
understanding how He can be their friend forever. 
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Dear Friends: 
 
Welcome to the Preschool Ministry at Englewood Baptist Church.  I’m excited you have 
chosen to be a part of our ministry and want to partner with us to offer the very best to 
our families with young children. 
 
Our calling as parents and teachers/caregivers to infants and preschoolers is one of 
great responsibility.  It is in our care that our little ones get their first glimpse of what 
God’s love looks like, and in caring for their physical needs, we act out Christ’s 
command when He said, “feed my sheep” (John 21:17). 
 
We aim to lay Biblical foundations for preschoolers so they can one day accept Jesus 
as their personal Savior and Lord and develop a growing relationship with Him.  Any 
time children are in our care, they are hearing about God – how He made them, how 
He loves them and how He wants to be their friend forever.   
 
But our ministry goes beyond ministering to children; we also have the opportunity to 
help families on this journey called “parenthood.”  By providing quality care for our 
infants and preschoolers, we allow parents to attend worship services, Bible Fellowship 
Groups and to interact with other adults without having to worry about their children.  
We are offering adults the opportunity to grow spiritually, too, which can be a blessing 
for both first-time parents and “seasoned” moms and dads.   
 
This handbook was created to give you an overview of the preschool department and 
the expectations we have of everyone involved in the ministry – parents, volunteers, 
teachers/caregivers, and our staff.  Please read through the information carefully, and 
if you have questions, feel free to contact us in the preschool offices. 
 
My prayer for you is that you find your place of service in Preschool Ministry and that 
God will richly bless you for your willing spirit.  God is doing great things in the 
preschool ministry and we’re excited you are joining us on the journey. 
 
Serving Him, 
 

Michelle 

 
Michelle Ferrell 
Director of Preschool Ministries 
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Our Vision and Purpose: 
To lay Biblical foundations for preschoolers so they can one day 
accept Jesus as their personal Savior and Lord and develop a 
growing relationship with Him. 
 
 
 
 
 
Our Mission: 

Children are exposed to God’s Word and His love every time 
they are in our care. 
Every effort is made to make the parents feel comfortable 
leaving their children in our care. 
All volunteers are men and women who love God and are 
willing to respond to His call on their lives. 
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When are preschool ministries provided? 
 
 
 
Sunday AM 
We provide childcare and Bible Fellowship Groups to children age birth through  
Pre Kindergarten during the 8:00, 9:15, and 10:45 worship opportunities.  
Preschoolers are encouraged to stay during both their parents Bible Fellowship and 
Worship hour on Sunday mornings. 
 
Sunday PM 
Childcare is provided for preschoolers age birth through 3 years during the discipleship 
hour, and the pm worship celebration.  While 4 and 5 year olds attend preschool choir  
on Sunday afternoons.  All 4 and 5 year olds should attend the evening worship 
celebration with their parents. 
 
Wednesday  PM 
Childcare is provided for children age birth through two years old on Wednesday Night  
at 6:30 PM.  Awana Clubs are offered for preschoolers age 2 years to Pre K  during the 
traditional school year.  Preschool ministries are also offered on Wednesday evenings 
during the summer whether on campus or around the community.  
 
Special Events 
Childcare is provided for birth to 3 year olds during various special events.  When care 
is provided for such events, prior registration is required.  Childcare information is 
usually advertised with the event, but parents are encouraged to call the Preschool 
Ministry office with questions about specific events. 
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Preschool Ministry Leaders 
 
The Preschool Ministry has abundant opportunities for service.  Our volunteers display a 
range of spiritual gifts, from teaching to administration to hospitality. 
 
 
 

Volunteers In Preschool (VIP’s) 
Volunteers serving in the preschool area are members of Englewood Baptist and have 
granted permission for a criminal background check to ensure their eligibility to serve in 
any area involving children of any age at Englewood Baptist Church. 
 

Teachers and Assistant Teachers 
Our teachers are the backbone of our Sunday morning programming.   Teaching teams 
consist of two or more leaders that commit to a year of weekly service.  Their duties 
include preparing and teaching/assisting with the lesson and overall administration of 
the classroom.  For infants and toddlers, our teachers’ main responsibilities are taking 
care of the physical needs of children.  Infant and toddler classrooms are staffed with a 
consistent weekly volunteer and rotating monthly assistants. 
 

Coordinators 
Our volunteer coordinators work weekly to ensure the smooth operation of the 
preschool ministry.  Their duties include overseeing classrooms and maintaining proper 
adult/child ratios.  
 

Paid Childcare Staff 
Another group of people who are vital to our Preschool Ministry is our paid childcare 
staff who work our evening services and special events throughout the year. 
 

Thanking Our Volunteers  
Volunteers that serve during a worship service or special event may stop by the 
Lighthouse Bookstore to receive a complimentary audio recording of the service 
provided the event was recorded.   
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Guidelines & Procedures 
 
In order for any Preschool Ministry to be effective, guidelines must be established and 
closely followed.  If the guidelines are ignored or the enforcement of them is 
inconsistent, then those we serve will lose faith in our ability to care for their children, 
and fewer lives will be impacted for God’s kingdom. 
 
Because we want our Preschool Ministry to be above reproach we have established the 
following guidelines.  Please read through the information carefully, and if you have 
questions, please do not hesitate to ask. 
 
 

Age Restrictions for Volunteers 
We welcome volunteers of all ages.   We cannot begin too early to teach our children 
to have a heart for service.  Therefore, we have developed the following policy 
regarding age restrictions and serving in the preschool ministry. 
 

Students who are at least 18 are considered “adults” and can volunteer with all 

ages without restriction. 
 

Students of any age may volunteer with one year olds and up.  Students under the 

age of 18 are not allowed to serve with infants.  Also, the student must be willing 
to take direction from the adult volunteers in charge of the room.   After 
completion of the volunteer application and an interview with the preschool 
director, it may be required for a student’s parent to serve with them.  

 
Students under the age of 18 must have parental permission to serve in the 

preschool ministry. 
 
Only with advance permission from the preschool director can additional family 
members accompany volunteers to the classroom they are scheduled to serve in.  The 
rooms in the preschool area are small and not equipped for the additional people in 
the room.  If you are a  volunteer that serves once per month during your worship 
hour, develop a buddy system with another family your school-age children can sit 
with one time per month.  Most parents are happy to trade , i.e. you watch their 
children during their volunteer session, and in turn they will watch your children during 
your session.  If you cannot work out an arrangement with a friend, you may need to 
switch your service time to your BFG hour so your children can participate in their BFG 
while you serve.   
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Criteria for Serving 
 
With the number of children and families we minister to on a regular basis, the need 
for volunteers in Preschool Ministry is high, and our volunteers are among the best and 
most dedicated servants in Englewood Baptist Church.  Our volunteers are passionate 
about children and want to see each one develop a love for Jesus.  Each week, we 
need more than 100 volunteers to function properly.  So where do we find these 
awesome volunteers? 
 
Right here among us, of course! 
 
Paul tells us in Ephesians that we as Christians are equipped to do the work the church 
was created to do.  “It was He who gave some to be apostles, some to be prophets, 
some to be evangelists, and some to be pastors and teachers, to prepare God’s people 
for works of service, so that the body of Christ may be built up” (4:11-12 NIV).  God 
has brought together the people necessary to do the work of this church, and we are 
honored to help people find their place of service among preschoolers. 
 
Unfortunately, our culture also dictates that we scrutinize all volunteers closely before 
allowing contact with children.  It is for this reason that we screen volunteers prior to  
service.  All volunteers must complete a Volunteer Application and agree to a 
criminal background check.  No exceptions.  Please know that all information 
gathered in this process is held in the strictest confidence and is only shared with 
Englewood Baptist Church senior staff if the situation warrants. 
 
In addition to personal salvation, the criteria for serving in the preschool ministry 
include: 
 

Have a growing relationship with Jesus Christ 

 
Are members of Englewood Baptist Church and have shown a consistent pattern of 

attendance for at least six (6) months (exceptions to this policy may be granted by 
the preschool director) 

 
Agreement with the policies and procedures outlined in this manual 

 
Provide personal references from the Englewood Baptist family such as a BFG 
teacher, ministerial or administrative staff member of Englewood Baptist, or from a 
previous church 
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Working with Children 
For many children, we are the best avenue they have to learn about Jesus and His 
love for us.  For some, we are the only avenue.  Therefore, we need to strive to show 
love and kindness to our preschoolers at all times.  Please follow these guidelines 
whenever volunteering with children. 
 

Greet children/families warmly at the door and encourage them to come inside the 

room.  Try to keep the door shut as much as possible to prevent other children 
from trying to leave the room and other adults entering the room who are not 
volunteers.  Our classrooms are small and transition time is hard on the little ones 
so the less coming and going the better. 

 
Smile and be friendly with children.  Call them by their name.  If you do not know 

the child’s name, introduce yourself.  Chances are they don’t know your name, 
either! 

 
 

During each service the preschool coordinator will come by your classroom to check in 
with you to see if you are in need of anything during your service hour.  Snacks, cups, 
etc. are stocked in each classroom weekly and are located in the cabinets labeled 
“preschool ministry resource cabinet”.  We requested that snack time be offered during 
the 9:15 hour on Sunday mornings only and preferably close to the transition time 
between hours.  This will help us not “spoil” a preschoolers appetite for lunch after his 
or her parents pick them up.  Snacks can be offered during the evening service 
anytime. 
 

Accepting Children 
Preschool classrooms are open to accept children 15 minutes prior to each service.  
Children being dropped off must be accompanied by an adult.  A security label is 
required for picking up a child.  NEVER should a child be released to someone without 
the matching security label. 
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Open Door Times 
Our ministry to families begins with the needs of children, and having a predictable 
routine is a necessity for a child.  We strive to maintain the calmness of the classrooms 
by limiting drop off’s after services have begun.  Observing “closed doors” allows our 
teachers to complete their lessons without interruption so teaching time is maximized.   
 

For infants and toddlers, a door that is continually being opened and closed can 
distress a child—they see an open door and expect their parents to come through.  
This can be especially upsetting to a child, especially if he/she is already fussy or is 
experiencing separation anxiety.  
 

Please read the following guidelines carefully, and see the preschool coordinator or 
director if you have questions.  Our open door times are as follows: 
 

Sundays 
7:50 a.m.—8:30 a.m. 
9:00 a.m.—9:45 a.m. 
10:30 a.m.—11:15 a.m. 
4:15 p.m.—5:00 p.m. 
5:45 p.m.—6:30 p.m. 
 

Wednesday 
6:15 p.m.—7:00 p.m. 
 

If you need to see your child during closed door times, please check-in at the main 
nursery counter.  A volunteer will be glad to go back and check on your child. 
 

Exceptions to the Policy 
Guests 
A parent who has been paged for any reason 
A nursing mother 
Emergencies 

 

Sick Children 
We are diligent about not accepting children who exhibit signs of illness.  Please do not 
bring or accept children with the following symptoms: 
 

Fever in the past 24 hours        
Runny nose that is green or yellow in color 

Sneezing due to colds 

Questionable rashes 

Diarrhea in the past 24 hours 

Congested Coughs 
 

If a child in your care begins to exhibit any of these symptoms during the service, 
please contact the Coordinator right away so we can isolate the child to prevent the 
spread of germs and illness.  If a child becomes sick during the service, his/her parent 
will be paged to come and remove the child from their assigned classroom. 
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Sign-In/Sign-Out 
In order for a child to be properly cared for, we must have adequate information prior 
to the parent leaving.   Please make sure the sign-in/sign-out form is filled out 
completely. 
 
Detailed Instructions for Sign-In: 
 

Complete the information requested on the sign in sheet.   
 

Write the child’s name on the identification tag to be attached to the child.  Give 
the identification tag with the matching number to the parent.   Make sure 
everything the child brings into the room is labeled—bottles, cups, diaper bags, 
jackets, Bibles, etc. (Permanent diaper tags are available upon request.) 

 
Tell the parent if your class plans to go to the playground during the session.  If 
there is a problem with a child being outside, contact the Coordinator for 
assistance. 

 
*Note for Infants: Each parent must complete the “Nursery Notes” form located on 
the counter tops outside each of the infant rooms prior to leaving a child.  With several 
children in the room, this form is crucial for keeping separate information and 
instructions on each child and ensuring the transition between services is as smooth as 
possible between caregivers.  While it may take a few minutes to complete the form, it 
is well worth the time so we have adequate information. 
 
If the Child is a First-Time Guest: 
A child can be considered a first time guest if their name is not printed on the 
attendance sheet.  For all guest, please have them complete the visitor registration 
form so that we can record their visit.  This form can be found in the Bible Fellowship 
attendance folders.  We like to follow up with visitors personally and this is how we 
obtain the information to do that. 
 

Ask the parent about food allergies.  If necessary, have them complete the “Allergy 
Alert” sticker located in the pocket folder on the wire rack by the light switch 

 
Tell the parent if your class plans to go to the playground during the session.  If 
there is a problem with a guest being outside, contact the Coordinator for 
assistance. 
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Detailed Instructions for Sign-Out: 
 

Ask the parent or adult to see their portion of the identification tag when coming to 
retrieve a child. Even if you know the parents and know the child belongs 
with that particular parent each id tag must be checked to make sure the 
numbers match. 

 
Even in families we know, situations can change from week to week, and we cannot 
be too careful when it comes to releasing a child.  If you have a situation where a 
parent comes to retrieve a child and does not have the correct id tag, please contact 
the preschool director for assistance.  Do not be afraid to say “no” to a parent.  These 
measures are in place for the protection of the child, and the preschool director or one 
of our staff pastors will address any issues that may arise from the enforcement of this 
policy. 
 
 

Paging System 
Located behind the main counter by room M108 is the paging system.  In the event a 
parent needs to be paged follow the instructions on the card.   
 
 

First Aid 
While we strive to maintain a safe environment for our children and volunteers, 
accidents do happen.  Our policy is that we will administer only minor first aid on a 
child, including: 
 

Cleaning of a scrape or wound 
Band-aids 
Ice (or popsicles for a cut lip) 

 
We do not administer any types of medications: 
 
 
*Please note: The only exception to this rule is if the child has a severe 
allergy, such as to bee stings, and the condition is life-threatening.  If this is 
the case, contact the preschool director for assistance. 
 
In all instances, parents will be notified of the accident.  However, it is at the 
discretion of the adult in the classroom or the preschool director whether a parent 
should be called immediately or can be notified when picking up the child. 
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Minor Accidents: 
If a child falls and scrapes a knee/elbow, bring him/her to the main nursery 
counter for assistance.  The first aid kit is located in the cabinets underneath the 
counter top.   

 

After a child returns to the room, soothe him if he is crying.  Complete the “ouch” 
report and explain in person to parent when they return for their child.  Both the 
volunteer and the parent should sign the “ouch” report and return to the preschool 
director. 

 
Major Accidents: 
If a child has a major accident where a blow to the head is involved or the child is 
bleeding excessively, contact the Hall Coordinator for assistance.  In these cases, the 
staff will complete an Accident Form and will need information from each volunteer 
present when the accident happened.  The preschool director will be responsible for 
notifying the parents. 
 
In the instance of a true emergency, Englewood Baptist Church has a medical 
response team who can be paged at any time during the services.  The preschool 
director will be responsible for paging the team if the situation warrants. 
 
 

Calming an Upset Child or Fussy Baby 
Even the most well-adjusted child may experience anxiety from time to time, and part 
of our mission is to do all we can to comfort the child and reassure the parents.  A 
crying child will usually calm down within a few minutes of a parent leaving the room, 
but if crying persists, use the following guidelines: 
 

Divert the child’s attention to a toy or book.  Look for a familiar toy or blanket in 
the child’s belongings. 

 
If the child has no known allergies, offer them a cracker, dry cereal, or something 
to drink. 

 
If the child will allow it, hold them and talk quietly, or sit in a chair and sing. 

 
Politely encourage the parent to leave the room.  And, if a parent says they will 
return to “check on him in a few minutes,” have them ask the coordinator to come 
back to check on the child, since the sight of a parent may upset the child again. 

 
For infants, check their diaper.  If it is wet or soiled, change them. 

 
A fussy baby may respond well to the swing. 
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If there is an extra volunteer either in the classroom or on the hall, a child may be 
strolled in the strollers using the following guidelines: 
 

Umbrella, Double, & Bye Bye Buggy strollers are located in Room M108 on the 
preschool hallway. 

 

Children in strollers are not allowed to leave the preschool hallway or the main 
welcome area/church lobby. 

 

 

If a child is still crying after 15 minutes, ask the coordinator for assistance on calming 
the child. 
 

Discipline 
Because each child is an individual with different needs, each one also responds 
differently to discipline measures.  In order for learning to take place, each room must 
have a calm atmosphere where the teacher is in control.  If a child is being disruptive 
to other children, then we will enforce disciplinary measures. A child must never be 
physically touched in any way that is meant to be a disciplinary measure.  
This includes spanking (even with a parent’s permission).  Also, please 
refrain from spanking your own child while serving in the preschool ministry 
as our guests or other volunteers may not realize you are disciplining your 
own child. Please use the following procedures when dealing with a child who is 
disruptive: 
 

Try to divert the child’s attention away from the problem.  For example, if two 
children are arguing over a toy, try to find a similar toy as a substitute for one of 
the children. 

 

If a child is being aggressive toward other children (i.e. hitting, pushing, etc.), try 
moving her to another activity in a different part of the room.  If she continues to 
physically harm other children, a “time-out” may be used.  If using time-out, place 
the child in a chair in an area of the room away from other children but where she 
can still be carefully watched.  Use your own discretion about the length of time-
out.  A general guideline is one minute of time-out for every year of age. 

 

For an older child, talk with him about his behavior.  Sometimes, a loving but firm 
directive to stop negative behavior is enough to convince a child.  Note: Never 
use harsh language with a child or belittle him in front of his peers.  This 
includes threats (i.e. “If you don’t stop…” etc.) and yelling. 

 

If the disruptive behavior continues, call the preschool director for assistance.  If 
there are enough volunteers and the situation warrants, we may take the child out 
of the classroom for a more serious time-out.  This is a last resort and will be used 
at the discretion of the preschool director.  
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When a parent comes to retrieve a child, please do not dwell on the child’s negative 
behavior with the parent.  If the parent asks, please feel free to tell them if there were 
any problems, but we do not want the parent to think we are intolerant of their child.  
We know that some misbehavior in children is to be expected, and we are equipped to 
handle those situations.  If the misbehavior continues from week to week and is 
continually disrupting the class, discuss the situation with the preschool director.  If 
the situation warrants, the preschool director will then discuss the behavior and 
possible solutions with the parent. 
 
 

Restroom Procedures 
Most preschool classrooms have a restroom inside the room to make restroom trips 
easier.  Use the following guidelines for children who are potty-trained. 
 

Never go into a restroom with a child and close the door.  If a child asks for help, 
always leave the door open, see to the child’s needs, and exit as quickly as 
possible.  If a child asks you to stay, assure him/her that you will be right outside 
the door and will help if needed.  Be sure to wash your hands thoroughly after 
assisting a child with restroom needs. 

 
 

Be sure to have the children wash their hands thoroughly after toileting. 
 
If you are serving in a classroom without a restroom, please use the following 
guidelines: 
 

Most older children can wait 5 minutes or so before being taken to the restroom.  If 
possible, finish the project or activity the class is working on and then take the 
entire group to the restroom. 

 
If the class goes together, volunteers should prop open the restroom doors and 
wait in the hall for children to emerge.  Should a child linger in the restroom, 
volunteers may step to the doorway, call the child’s name, and wait for a response.   
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Resource Room Guidelines 
Our Resource Room exists so our teachers and volunteers have access to craft 
supplies and materials for children.  As a general rule, if it is in the Resource Room, it 
is “fair game” and available to all for use.  Please observe the following guidelines for 
Resource Room supplies: 
 

When using materials from the Resource Room, please do not take the entire box 
back to your class.  Take only a few of each item and encourage the children to 
share. 

 
Please return all supplies to their appropriate box at the end of your service hour or 
to the nursery counter located by Room M108. 

 
If you do not see an item you need or use the last of an item, please alert the 
preschool director. 

 
Please be considerate of your fellow volunteers and keep the cabinets neat and tidy.  
This helps us all find and benefit from our supplies.  The Resource Room is open 
during regular church hours throughout the week and on Sundays.  Our resource room 
also doubles as a “counseling room” on Sunday a.m. so please observe posted times 
when the decision counselors are using the room. 
 
 

Playground Guidelines 
Located just off the preschool hallway, our playground is available to all preschool 
classes age birth through 4 years.   
 

Make sure to check your sign-in sheet and do a head count prior to leaving the 
room.  Double check that the number of children signed into the room is the 
number you have when you go to the playground.  Also, make sure each child is 
marked with his/her label.  This ensures that each child gets back to the correct 
classroom after leaving the playground. 

 
Make sure a note is left on your classroom stating your location in the event a 
parent were to come by while you were away from your classroom. 

 
Take your sign-in sheet and a pen with you to the playground.  If a parent 
were to come for a child while you are outside, having your sign-in sheet with you 
allows them to properly sign-out the child. 

 
When on the playground, please avoid “clumping.”  Volunteers should space 
themselves around the playground so all areas can be seen.  Use this time to play 
with the children and enjoy yourself! 
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Do a headcount frequently while on the playground. 
 

If a child needs to use the restroom while on the playground, alert the other 
volunteers that you will be bringing a child into the building for a restroom break.  
Follow the guidelines as stated in “Restroom Procedures.”   

 
While the playground is a safe environment, there will be the occasional skinned 
knees and elbows.  When an accident does occur, follow the guidelines in the First- 
Aid section of this handbook. 

 
Please exit the playground one class at a time.  Small children often “follow the 
crowd” and can get mixed in with another class. 

 
When returning to your room, do another headcount and make sure the sign-in 
sheet and the number of children match, as well as, the names of the children on 
the sign-in sheet match with the labels on the children’s backs. 

 
Please be considerate of your fellow volunteers when on the playground.  Watch all 
children to maintain a safe environment, and observe the time limit specified on the 
playground schedule. 
 
 

Suspected Child Abuse 
Typically in a church environment, we do not want to believe that child abuse is a 
problem we would need to look for, but unfortunately, it is an issue in our society.  If 
you or any other volunteer in the classroom suspects child abuse in any form, please 
follow these guidelines: 
 

Contact the preschool director immediately.  She will handle the situation from this 
point. 

 
Do not discuss your suspicions with anyone other than the preschool director. 

 
Do not discuss the allegations with the parents. This could cause problems 
for the church if allegations are unfounded.  Also, the parents may hold hard 
feelings against the church and not return, which could directly impart their 
salvation if they are unsaved.  If the parents are abusive, the allegation could also 
create a harmful situation for the child. 

 
Do not take photographs of a suspected area of abuse on a child’s body. 
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Classrooms 
Prior to Sunday morning each classroom is stocked with a snack, cups, kleenex, 
paper towels, and changing supplies if applicable.  These items can be found in the 
cabinets labeled “preschool ministry resource cabinet”  If additional items are 
needed please contact the preschool coordinator or director. 

 
Most preschool classrooms are used weekdays also for the “Weekday Preschool”.  
Please make sure all your items are labeled and placed in the proper “Preschool 
Ministry” cabinet to prevent any mix ups with items. 

 
Please notify the preschool coordinator or director of any needed repairs you might 
notice or health hazards to your classroom as you serve.    

 
If there is a particular piece of furniture you would like for the classroom please 
contact the preschool director for prior approval.   

 
Room Clean-up 

At the end of each service, please tidy up the room, especially if volunteers are 
coming in to relieve you for the next service.  This may include cleaning up all 
snack supplies and picking up toys. 

 
If you brought items from the Resource Room, please be sure to return them to 
their proper place.  Or, if the next volunteers want to keep the items, ask them to 
return them to the Resource Room after their session is completed. 

 
If you are the last volunteers scheduled, please tie up all trash, including diaper 
pails, and place bags outside the classroom door as your leave.   

 
Please place all chairs on top of the tables.   

 
Ants, Ants, Ants, in the past we have had an overwhelming problem with ants.  
Please sweep your classroom floor and wipe down counter tops, etc. if there are 
any sign of crumbs. 
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Fire/Emergency Evacuation Policy 
 

 

In case of a drill/emergency, the preschool director will inform you of the nature of the 
emergency.  If the situation warrants, you will evacuate the building according to the 
map on display in your classroom. 
 

Dealing with Parents During an Evacuation 
 
The fewer people we have in the hallways, the quicker we will be able to evacuate the 
building. 
 

If a parent takes a child during a drill it is more difficult to account for everyone 

once we are evacuated.  If you are approached by a parent who wants to take a 
child during this time, ask the parent to accompany the class outside and help 
make sure every child is accounted for. 

 

If a parent insists on taking the child, do not argue with him/her.  Alert the 
preschool director and continue leading your class outside.  Getting the children out 
of the building safely is your first priority.  The preschool director will handle the 
situation. 

 

During the Drill 
Please stay calm.  Stop any activity in the classroom, and tell the children the class 

is going for a walk, going outside, etc.  Never indicate to a child there may be a 
problem. 

 

Have children walk down the hallway. 
 

When you leave the room, be sure to take your sign in sheet. This allows the 

preschool director to account for each class and parents to find their children 
easily.   

 

While one volunteer leads the group out, the other volunteer should check the 

room to make sure all children leave with the group.  Be sure to check the 
restroom, behind the door, etc., catch up with your class, and assist with getting 
children out of the building.  If time warrants, you may grab coats for the children 
during cold weather, but do not spend excessive time getting extra items. 

 
For those serving in infant/toddler rooms, volunteers should put as many children 
possible in cribs and roll them out of the building. 
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Once you have exited the building, do not attempt to go back in for any 
reason.    
  

After Reaching Your Destination 
 

Please do a headcount to ensure that all children in your class are accounted for 

and out of the building.  Should there be a discrepancy, please let the preschool 
director know immediately.  Do not leave your class; the preschool director will go 
back to look for a missing child. 

 
Parents may take children from your class at this point.  Please remember the 
same rules apply as if we were in the building.  Every adult wishing to take a child 
must present the identification tag with a corresponding number and must sign-out 
the child on the sheet.  We understand that in the disorder of an evacuation it will 
be difficult to check id tags, but it is in this disorder that our children are the most 
vulnerable.  Their safety and security always come first. 

 
 



21 

Guidelines for Working with Babies (infants & ones) 
 

Many volunteers do not consider working with infants a “teaching” position, but 
nothing could be further from the truth.  For some parents, our ministry begins when 
they leave their babies in our care for the first time.  First-time parents especially need 
our love and support, and creating a nurturing environment where parents feel 
comfortable is an important part of Preschool Ministry.  Use the following guidelines 
when volunteering in an infant room. 
 

Greeting parents warmly is especially important in our infant rooms, since many 
parents may be uncomfortable with the thought of leaving their babies with 
anyone. 

 
Do not hesitate to ask questions about the infant’s care (Refer to the Sign-in/Sign-
out section of the handbook).   

 

Diapering Procedures 
Each child should be checked—and changed, if soiled or wet—during each session.  No 
child should leave soiled or wet.  If a child needs to be changed, please use the 
following procedures: 
 

Retrieve all diaper changing supplies (i.e. changing paper, gloves, diaper, wipes, 
etc.) before placing the child on the changing station. 

 
Only use the child’s wipes, etc. if the parent specifically requests us to do so. Some 
parents are particular about the types of products used on their babies, and some 
parents are concerned about allergic reactions to some products. If a child does not 
have diapering supplies in his belongings, please let the parent know and use the 
extra diapers located under the changing table. 

 

Place the child on the changing station, with a piece of changing paper underneath. 
Never leave a child alone on a changing station, no matter what age or 
size.  Always keep one hand on the child. 

 

Wear rubber gloves for your protection, as well as that of the other children you 
will change. Gloves are located by the changing table. 

 

Do not use any powder or ointment during changes unless specifically asked by a 
parent.  Then, use only the items they have provided in the child’s bag. 

 

After the change, close up the diaper, wrapping it in the paper to reduce odor, 
remove gloves over the soiled diaper, and place all contents in the trash. 
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Use soap and water or sterilizing gel after each change. 
 

Use a fresh pair of gloves for each diaper change. 
 

After a diaper is changed, please indicate on the “Nursery Notes” form (located in 
the child’s cubby) the time of the change and if the diaper was wet or soiled. 

 

Feeding/Napping Procedures 
For each infant, follow the particular instructions on the “Nursery Notes” form.  Use 
the following guidelines: 
 

Use the bottle warmer located in the infant room to warm the bottles or warm cup 
of water in microwave and then place bottle in cup to warm.  Never warm bottles 
or food in the microwave.   

 
Babies must be held when given a bottle. Never “prop” a bottle with a blanket or 
other item. 

 
Please wash your hands before and after each feeding. 

 
Indicate on the “Nursery Notes” form the time of the feeding so parents have 
correct information. 

 
If a baby is nursed and becomes fussy or hungry, please contact the mother by 
paging her. 

 
Always place babies on their side or back for sleeping.  Babies should never be 
placed on their stomachs to sleep.   

 

Other General Infant Guidelines 
Prior to the end of the service, pick up all baby belongings and return them to the 
diaper bags.  This will help parents collect their infants in a timely manner. 

 
Be sure to wipe the faces and noses before parents begin to arrive. 

 
Have a positive attitude toward the child.  If a parent asks if the baby cried, make 
a positive comment first, and tell them the truth without unnecessary detail.  
Immediately encourage the parent not to worry about the crying—all babies, even 
theirs, cry a little, and eventually, he or she will become adjusted to being left in 
the nursery. 
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Guidelines for working with preschoolers (2 years to Pre K) 
 

Teachers are the building blocks of the preschool ministry and are valuable assets to the 
work we do in the preschool ministry.  For many, the gift of teaching is a call that cannot 
be denied—to have the ability and not teach is an insult to God who created us.  And 
since we teach and serve because of our devotion to Him, we need to do our very best.  
It is because of this high calling that we have the following expectations for our teachers: 
 

Spend time alone with God.  Throughout the week, take a few minutes each day to 
study and allow God to share His truths about the lesson with you.  The Teacher’s 
Guide has a personal study of the lesson that conveys its truths on a more mature 
level, and the studies are short and easy enough to use as a devotional piece.  Please 
invest in spiritual growth for yourself so you can in turn help little ones grow spiritually 
too. 

 
Please be prepared.  As most seasoned teachers know, a child who does not have 
enough to do may become disruptive to the class.  The preparation time needed varies 
by age group and teaching style.  If you need help with certain lessons or need ideas, 
please contact the Preschool Ministry office, and we’ll be glad to help you. 

 
Please arrive at least 15 minutes prior to your teaching time.  Many parents have 
responsibilities in other ministry areas, too, and they are counting on you to be on 
time so they can be on time as well.  Also, these parents are the ones who will relieve 
you when your session is over, and you want them to be on time so you can go to 
your worship hour or BFG.  If everyone arrives on time, everything functions much 
smoother. 

 
Attend all requested training sessions.  During these sessions, we cover curriculum and 
any other issues facing preschool ministry.  Please make training a priority and strive 
to attend all sessions. 

 
Please communicate with the volunteers that are coming into your room for the next 
service session.  Are there any issues that need to be addressed? Are there any 
messages that need to be relayed to parents? 

 
Please do a “headcount” with the new volunteers coming in to relieve you 
for the next hour.  Do your numbers match the sign-in sheet?  Make sure all 
children have a name label so the volunteers can identify them quickly. 
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Guidelines If You are Unable to Serve 
 
We understand there are times when situations arise that prevent volunteers from 
serving when they are scheduled.  Yet, when you aren’t here, you are missed!  Even in 
a church the size of Englewood Baptist, it is often difficult for us to “find” someone 
who isn’t already serving in another capacity at the last minute.  Below are some 
general guidelines/ideas for finding substitutes. 
 

If you are unable to serve your assigned Sunday because of vacation, work, etc., 
you may want to ask another volunteer to switch Sundays with you.  A good idea is 
to develop a “buddy couple” who would be willing to switch Sundays when you are 
unable to serve, and then, in turn, you would be willing to switch with them if they 
could not serve as well.  Remember: One person cannot substitute for two.   

 
Please call the preschool director to let them know of any schedule changes you 
have worked out with your substitute.  This allows us to make reminder calls to the 
correct volunteers on the correct Sundays. 

 
Last-minute emergencies—such as illness, etc.—are inevitable.  If you have an 
emergency and one or both volunteers need to stay home, please call your “buddy 
couple” and see if they can take your place.  Another idea is to call your BFG 
teacher and have him/her announce in class that you have had an emergency and 
cannot serve.  Many times, someone in your class will be kind enough to step in 
and fill your spot. 

 
Remember volunteers must be a member of Englewood Baptist Church and have a 
criminal background check record on file with the church office prior to serving.  
This includes substitutes. 

 
If you still cannot find someone to take your place, please contact the church office at 
937-8254.   
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