
Volunteer Handbook

Welcome to Northminster Kids!
Thank you for choosing to serve with us and make a difference in the lives of our Northminster
Kids! We are so glad you’re here.

Love God. Love People. Share Joy! 
We want our kids to know the Love of God and the JOY it can bring. We also want to equip
them with ways to share God’s love and joy with others. Our children will learn about Jesus by
hearing stories from scripture, playing together, making music together, serving together,
praying together and worshipping together in our Northminster community.
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Northminster Kids! Team Assignments

Nursery. CARE.
We understand that parents have entrusted us to care for their infants and toddlers, the newest of
God’s children, and we take that very seriously. We believe details are at the core of caretaking in
this area, and we are constantly engaging, playing, comforting, and sharing God’s love with these
precious children.

Preschool. GROW.
Nothing is too big for these little ones. Don’t let their size fool you- their personalities are larger
than life and their minds and hearts are ready to learn! Serving in this area requires a joyful
energy and a desire to appropriately share the love of God through our lesson plans and play time
together. Watching these children grow inspires us to never take a moment for granted.

Elementary. ENGAGE.
During these pivotal years of growth, our kids are ready to continue learning and engage with the
world around them. We are intentional with the words we say and understand the responsibility
we have in teaching these children the word of God. As we continue to share God’s love and
stories from scripture through our lessons and fun together, we also want to give them ways to
share love and joy with others, building leadership skills that will serve them and our community in
wonderful ways.
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Arrival, Check-In, and Dismissal Procedures

Volunteer Arrival
Please plan to arrive 30 minutes before your scheduled volunteer time. Grab a Northminster
Kids! name tag and make sure your designated area is set up and ready to go with any needed
materials for the day. 

Family Check-In Station
For safety, it is very important that all children are checked in accurately, and that all kids and a
parent or guardian receive name tag stickers. Our check-in area is also important because it is a
family’s first experience with our Northminster Kids! team. We believe in the power of first
impressions: a welcoming attitude and good communication are fundamental to building lasting
relationships with our families.

Kids! Dismissal
Children should only be released from a classroom when a parent with the corresponding tag
comes to get them. Make sure children have any personal and take-home lesson materials when
they leave.

Volunteer Dismissal
Once all children have been picked up from your classroom or area, please make sure the area
is clean and materials are returned before you leave. Feel free to hang your name tag in the
director’s office for next time!
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Classroom Policies

Two in a Room
In accordance with our Northminster Child Protection Policy, staff members and volunteers
should never be alone with children in a closed room. Ideally, we will always have two
Northminster Kids! team members (staff members or volunteers) in a room, but if that is not
possible, doors must be left open and a member should be available to walk the hallway and float
between rooms.

Food in the Classroom
Team Members
Northminster Kids! Team Members should not bring food or drink into the classroom while
serving. Water with a lid is allowed. Feel free to grab a coffee as soon as you get here to enjoy
during our set-up time before the kids come!

Nursery 
When an infant or toddler needs to be fed, a team member can remove the bottle, food, snack or
sippy cup from the child’s bag and help the child eat. Please make sure to immediately return the
food or drink to the child’s bag when finished. Because of allergies, outside food or drink is not
allowed in the area unless previously approved by the Northminster Kids! director.

Diapering Policies
When changing diapers, please do the following:
        -Diaper only at the changing station.
        -Diaper within eyesight of another Northminster Kids! team member.
        -Disinfect changing pad prior to use or put down a disposable pad.
        -Have all changing supplies ready before placing the child on the changing pad 
          (diaper and wipes ready and available, etc.).
        -Always be attentive, keeping one hand on the child.
        -Make sure dirty diapers are disposed of properly in a plastic bag.
        -Disinfect changing pad when finished or throw disposable pad in the trash.
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Bathroom Policies
Children Who Do Not Need Assistance
A team member should accompany the child(ren) to the bathroom and make sure there are no
adults currently using the bathroom. Once the bathroom is clear, the child can enter to use the
bathroom and the team member can wait outside the door to ensure other adults wait until the
child is finished to enter the bathroom.

Children Who Need Assistance
When possible, two team members should accompany children who need assistance to the
bathroom. If this is not possible, the team member taking a child to the bathroom should notify
another team member that this is happening and leave the door to the bathroom open. After
ensuring the bathroom is cleared of other adults, the child and team member can enter. When a
child needing assistance is using the bathroom, she/he should never be left unattended.

Always wash your hands and the child(ren)’s hands with soap and water after using the toilet.

Toilet-Trained Children Who Have Accidents
When a child who is toilet-trained has an accident, first check to see if there is a change of clean
clothes available. If the child needs assistance, help the child change privately, but within sight of
another Northminster Kids! team member. If extra clothing is not available, a team member should
notify parents as discretely as possible. When telling the parents, offer kind words and
reassurance and see how they would like to proceed.

Photography Policy
Only Northminster Church staff members or photography team are allowed to take pictures of
children.

Social Media Policy
Northminster Kids! volunteers should never post names or photos of others without their
permission. Northminster Kids! director should get verbal or written permission from parents
before posting pictures of children on social media.
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Curriculum
Curriculum materials will be emailed to Northminster Kids! volunteers prior to Sunday morning
or the event. If a volunteer has questions about the curriculum, he/she should contact the
director before the scheduled time to serve.

Northminster Kids! Values
Love God. Love People. Spread Joy!
Team members should keep these values in mind when serving and help children to do the
same during any time together. Here are some more specific ways we can encourage our
values:

           Listening Ears. I will use my ears to listen to others.
           Kind Mouth. I will use my mouth to speak kind words.
           Helping Hands. I will use my hands for helping and sharing.
           Humble Heart. I will think of others before myself.
           Positive Attitude. I will do my best to choose joy and share it with others!
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Health and Wellness

Wellness Policy

To ensure the health of children and team members, we ask that sick children and adults NOT
attend Northminster Kids!. In accordance with recommendations from the Committee on Control
of Infectious Diseases of the American Academy of Pediatrics, please do not come when any of
the following symptoms exist:

        -Fever (over 100.4 degrees)
        -Vomiting or diarrhea within the last 24 hours
        -Common cold
        -Sore throat
        -Cough
        -Unexplained rash
        -Any skin infection – boils, ringworm, or impetigo
        -Untreated pink eye or other eye infection
        -Lice, including the presence of eggs or nits

Northminster Kids! team members should notify the director as soon as possible if they cannot
make a scheduled time due to personal or family illness.

Medication Policy
Northminster Kids! team members should never administer medication of any type. For
medication that needs to be available for a child, for example an EpiPen, a Medical Authorization
Form should be completed and signed by a parent and kept on file. If a parent drops off a child
with medication, clear directions must be written out by the parent, outlining symptoms present
when medication is needed and how it should be dispensed by the director or authorized
personnel. The form should be given directly to the Northminster Kids! director and should be
read and clarified before the parent leaves.
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Life-Threatening Accidents/Health Conditions
Situations are considered life-threatening when the following occurs:
        -Loss of consciousness
        -Significant blood loss
        -Difficulty breathing
If any of these situations occur, a team member should immediately call 911. Once emergency
services have been contacted, notify the director as soon as possible and the director will contact
the child’s parents.

Non-Life-Threatening Accidents/Health Conditions
Any injury resulting in a bump, bruise or scrape can be handled in the room or hallway just
outside. A first-aid kit is available in the Northminster Kids! Director’s office. Please remember to
always wear gloves when dealing with blood or other bodily fluids. Make the director aware of the
incident and she/he will decide whether to contact the parent(s) immediately or wait and have a
conversation during pick-up. Be honest with parents about the situation that occurred and
reassure them of our desire to provide the best care possible. Even if parents are upset, please
be honest about the situation, and always include the Northminster Kids! Director in this
conversation. When talking to parents, please do not offer any medical advice. Simply offer your
apology or concern.

Incident Reports
An Incident Report should be filed for any accident or incident that occurs during a child’s time in
Northminster Kids! Work with the director to fill out an Incident Report before leaving for the day,
recording the situation and details to the best of your recollection.
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Safety Procedures

Evacuation
The Northminster Kids! Director will oversee any evacuation. Each adult team member will
operate as the evacuation point person for his/her room or area. Once team members have been
made aware of the need for an evacuation, they should gather the children in their care into
groups and exit the building as quickly as possible. Team members should keep attendance of
their class or group to ensure every child is accounted for. Infants and toddlers can be carried or
placed in rolling cribs and rolled out the doors.

Tornado
If there is a tornado warning in the area, the Northminster Kids! Director will notify all team
members, who should gather their classes and calmly move out the glass doors at the end of the
hallway and down the stairs to the basement as quickly as possible. Team Members should keep
their class or group together and sit together in the basement, making sure every child is
accounted for. Any extra team members should help carry infants and toddlers from the nursery.
If getting downstairs is not possible, a team member should accompany children into a bathroom
or other inner room or corridor.

Threat/Intruder
We hope a threat of violence of any sort will never happen at Northminster, but we should still be
prepared just in case. We have taken the first step of prevention by locking down the children’s
wing when children are present. In the event a threat moves past that point, each team member
should use their best discretion to keep the children in their room or area safe. If a quick
evacuation seems possible, that should be the first option. If not, team members should gather
their children in the safest spot possible, away from doors and windows and out of sight. Team
members should always keep attendance to ensure all children in their area are accounted for.
The Northminster Kids! Director will do as much as possible to alert authorities and keep team
members informed through electronic communication.
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Care Guidelines

Positive Interactions with Children
It is our goal at Northminster Kids! to make every interaction with our children as positive as
possible. Use these guidelines to help maintain a positive environment.

Ways to Avoid Problem Behaviors
        -Be sensitive to the moods and temperaments of all children in the group.
        -Provide enough space for each child.
        -Set clear and age-appropriate expectations with the children.

When Kids Require Discipline or Guidance
        -Use a firm but kind voice to address the behavior.
        -Remove the child from the activity.
        -Focus your remarks on the behavior you want to see.
        -Do not use words or a tone of voice that might frighten the child.
        -Do not use sarcasm or yell at the child.
        -Never make remarks that put down the individual as a person or make negative 
          references about appearance, race or gender.
        -Use touch in affirming ways.
                  o Examples of appropriate touch: high fives, fist bump, gentle pat on the back or 
                     shoulders, a brief hug.
                  o Examples of inappropriate touch: demanding/expecting hugs, slapping on the      
                     buttocks, kissing.
        -If assistance is needed, contact the Northminster Kids! Director.
        -A confidential parental discussion should occur with the Northminster Kids! Director, 
          the parent(s), and the child when it is necessary to address behavioral concerns.
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Reporting Potential Abuse
        -Report any suspicion of child neglect or abuse to the Northminster Kids! Director.
        -Report any suspicion that a child reports to you about potential abuse to the 
          Northminster Kids! Director.
        -Report any inappropriate behavior of another Team Member to the Northminster 
          Kids! Director.
        -Do not wait or second guess your observations. Once the Director receives any of the 
          above reports, she/he will follow all appropriate Child Protection Policy guidelines.

Crying Children
If a child has been crying for more than 10 minutes, it is time to contact the child’s parent or
primary contact. Alert the Northminster Kids! Director and tell the child you have contacted his/her
parent or guardian and continue to try and engage him/her in an activity.

When the parent arrives, explain to the parent that the child was crying, that you tended to any
immediate needs, and that you tried to engage the child in activities. The parent may determine if
the child should leave with them or stay in the room to participate.

Confidentiality
Northminster Kids! team members should be sensitive to the fact that our families desire and
deserve privacy. Please do not share any behavior issues and/or incidents that happen during our
time together with anyone not involved in the situation.
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