
Nursery Manual

Christ the King Presbyterian Church 

“Jesus said, ‘Let the little children come to me and do not hinder them, for the kingdom
of heaven belongs to such as these.”  

(Matt.  19:14, Mark 10:14, Luke 18:16)

Children are precious to God.  In showing them God’s love and tenderness, we are 
serving Him and building His church.

Welcome to the volunteer staff of nursery workers at Christ the King Church!   We 
greatly appreciate your willingness to serve with us.  In order that no one miss more 
worship opportunities than necessary, we strive to have enough workers that each 
person serves in the nursery only once in a quarter.  We do sincerely thank you for 
participating with us in this important and rewarding ministry to our little ones.

Policy: To provide the best service to our children, all volunteers are requested to 
observe the procedures outlined below.  The safety of the children is of utmost concern 
and at no time can children be left without adult supervision.  

 Guidelines:  Our insurance policy requires us to have a minimum of two adults 
(18+), including at least one female, in the nursery at all times.  Please keep this 
in mind if you have to trade dates with someone.  If you do trade with someone, 
please be certain to notify the Nursery Coordinator so I can change the list 
accordingly and will always know who is serving.

 Safety Considerations:  Upon your arrival, please visually check the nursery area
to make sure all electrical outlets are safely covered (covers are with the nursery 
box), no small objects are on the floor which could pose a choking hazard, doors
are closed (including bathroom and closet doors), purses and bags are placed up 
and out of reach.  No medications should be taken by anyone while within one 
of our nurseries.  Only beverage containers with tops safely fastened can be used
by adults in nurseries – no open cups due to possible spilling of hot liquids.  
Should you notice any problem (an outlet not covered, a small object that could 
pose a choking hazard left or dropped by someone, etc.) please correct the 



problem or bring it to the attention of the nursery director.  Never leave a child 
unattended in one of the rooms.  

 Sign in Procedure:  Please make sure each parent signs their child in and gives 
all information requested.  Parents must sign in and fill out a security tag for 
each child.  Check the information to see if there are special instructions and 
please follow them.  Also, please be certain all diaper bags, cups, bottles, 
pacifiers, etc. are clearly labeled with the child’s name.  

 Sign Out Procedure:  Be sure that you know who is picking up each child.  
Release each child to the parent after you have matched the name on the sign-in 
sheet to their portion of the ID tag (half should be on the child).  If you are really
unsure, ask another nursery worker to confirm identity, or ask for ID.  Better 
safe than sorry!  

 Sanitation:   In order to minimize germ spreading and to safeguard the children’s
health, it is important that everyone follows the guidelines listed.

o Workers must wash their hands with soap and water or use hand sanitizer
before working with children and after changing diapers, or helping 
children use the toilet.  Also, if you help wipe a nose, please use hand 
sanitizer.  Disposable gloves must be used for diaper changing.  

o Diaper changing pad must be wiped with a Clorox wipe, or disinfected 
with Lysol spray, after each use.  

o Teething rings, pacifiers and bottles should not be shared.  
o If a toy is chewed on by a child, please collect it after it is discarded and 

wash with dish soap (located in the kitchen) at the end of nursery duty.  
It will need to either air dry, or be dried with a towel, before it is stored.  
Alternately, you may wipe the toy with a Clorox wipe and allow to try 
before it is stored.  

 Diaper Changing:  Change any messy diaper as soon as possible.  Please sanitize
the changing pad after use.  All diapers should be checked before the end of 
each nursery shift, and changed if needed.  According to our insurance 
requirements, only female workers should do diaper changes.  

 Restrooms:  When a child needs to go to the restroom, the nursery worker 
attending the child should let the other worker know, and then keep the restroom
door open while helping the child.  According to our insurance requirements, 
only females are to attend to taking a child to the restroom.  



 Snacks:  All snacks, bottles, and cups should be clearly labeled with the child’s 
name.  Workers should be vigilant that children eat only their snack, as some 
children have food sensitivities.  No nut-based snacks are allowed in nursery. 
Some children have allergies and cannot tolerate what others enjoy.  Workers 
should have children sit to enjoy their snacks - children should not be allowed to
crawl or walk while eating, as this poses a serious choke hazard.  

 Sick Policy:  Children showing any sign of illness (fever, flu, rash, contagious 
cold symptoms, stomach upset, nasty goopy runny nose (with or without color to
it) etc.) should not be permitted to stay in the nursery.  A child must be free of 
fever and/or symptoms of stomach upset for a full 24 hours or on their 
prescribed medication for a full 24 hours prior to re-entry into nurseries.  If a 
child becomes ill, the parent should be notified immediately.  Naturally the sick 
policy applies to the workers, too.  

 Coordinator Notes:  With the exception of parents dropping off/picking up 
children, only those scheduled to work should be in the Nursery (parents may 
bring their children with them).  If you find additional help is needed, please call
our Nursery Coordinator, Suzanne Ely (see below for contact information).  She 
will either come to help out or find someone who will be there to help you 
ASAP.  

 If a child misbehaves:  Please do not scold children.  If intervention is needed, 
please do so by separating children in a friendly and loving manner and 
diverting their attention to other toys or activities.  If a child behaves 
uncontrollably and is disrupting the nursery, you may call the parent for some 
help.

 Crying babies:  Many times, babies/toddlers will cry when dropped off at 
nursery.  When distracted with a toy or book, they will often settle down 
quickly.  If a baby cries uncontrollably for an extended length of time, you may 
call the parent.

 All children and workers should remain together in the Nursery during the 
scheduled time.  The only time you may leave the room is to take a child to the 
bathroom.

I truly hope that you will enjoy caring for our precious children.  I encourage you to 
make the most of your time with them: listen to their chatter, read to them, talk to them, 



play with them, and laugh with them.  Psalm 8:2 says “From the lips of children and 
infants you have ordained praise.”  You never know what you may learn!  

It would be a great help to the set-up teams if you would pack up the toys in the red 
carts when the last child has been picked up following the worship service.  

For many of our little ones, weekly time in the nursery is their first regular participation 
in the life of the church. Thank you for your part in introducing them to the larger body 
of Christ and letting them see how very loved they are.  As we pray for and minister to 
our covenant children, we trust that our faithful God is raising up the next generation of 
leaders who will continue the work of His kingdom. 

Suzanne Ely, Nursery Coordinator
Home phone: 540-904-5415
Cell: 540-354-6708
(Husband Matt’s cell also works well for Sunday mornings: 588-7774)
Ely.suzanne@gmail.com


