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Grace Kids  Volunteer Handbook
General Info

Grace Kids is uniquely designed with kids in mind. We are passionate 
about kids learning about Jesus in a way they can understand!  Kids 
love Large Group time with music and teaching AND Small Group 
time as they foster healthy relationships with their peers & leaders.

SUNDAY MORNING

A simple, safe and fun environment designed for kids to learn about 
Jesus on their level. Your kids will love the atmospheres in Grace Kids 
for them to have fun each week with live skits, music and lessons 
about how they can become more like Jesus.

WEDNESDAY EVENING

The Little Sisters 1st-4th program is an exciting time of developing 
friendships, growing a relationship with Christ, and having fun. Girls 
learn Bible truths, memorize scripture, grow spiritually, and serve 
God.  

GBB: 1st-4th Boys Brigade programs offer boys indoor and outdoor 
activities, crafts, Bible memory and study to provide fun, Christian 
friendship with peers and adults, and instruction in Christian living.  

OTHER PROGRAMS

Junior Quiz Team gives third through sixth graders an opportunity 
to team up for Bible study and memory during the school year. They 
also meet periodically with other area teams for competition, fun, 
and fellowship.  
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Vacation Bible School (VBS): Vacation Bible School is a time for 
children age five years through 6th grade to be challenged to follow 
Jesus every day. A team of over 250 workers provide lessons, crafts, 
and recreation all geared to draw kids into a deeper love for and 
commitment to Jesus.

Grace Kids Clubs (GKC): These clubs, which minister to kids in 
area communities, are held throughout the summer. Hosts provide a 
place where neighborhood children can meet. Bible and missionary 
lessons are presented to kids through a new and fresh approach. 

Upward: The Upward program is a ministry designed to teach kids 
the love of Christ through basketball and cheerleading. This league 
helps to develop character, promote salvation, and build self-
esteem. Kids in grades 1-6 are welcome. The league runs October 
through mid-December.
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Our simple and engaging curriculum is full of biblical truths so that 
kids learn what it means to have a relationship with Jesus!

Grace Kids desires to see each kid experience saving faith through 
a relationship with Jesus Christ. We value kids Small Groups as they 
foster healthy relationships with their peers & leaders. 

Grace Kids creates an environment and lesson materials based on the 
physical, mental, and emotional needs of each kid.

Every kid’s name tag is matched to a parent ID number, volunteers are 
screened with an application, background check, volunteer training, 
and hallways are securely monitored.

Kids love fun! You will get so excited about transformation in Jesus at 
GK that next time you’ll want to bring a friend!

To creatively lead 
and teach kids and 

their families towards 
life change!
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Grace Kids Volunteers Expections

1. A professed commitment to Jesus Christ that is demonstrated 
through Christian growth and lifestyle.

2. A commitment to the Grace Kids team supporting the programs, 
ministry, and philosophy of Grace Church in general through 
consistent attendance at weekend services and involvement in 
Grace Kids.

3. A teachable spirit exemplified by a growing relationship with 
Jesus Christ and faithful attendance at Grace Kids teacher 
training.

4. A desire to serve as a contributing member of a dynamic team 
praying regularly for the other members of your ministry team, 
the children in your class, and the Grace Kids staff.

5. A commitment to excellence exemplified by being in your 
classroom a minimum of fifteen minutes prior to the beginning 
of your teaching hour ready to greet your students and 
adequately prepared to teach.
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Visitor Registration & Enrollment Procedures

The Welcome Center will keep a list of classrooms to which children 
are to be taken based on their birthdays. When a child is brought to 
a preschool classroom, the teacher will take the following steps:

1. Determine if the child is in the correct room based on his or her 
date of birth. Children should not be kept in a classroom other 
than the one designated for their age level unless approval is 
obtained from the Grace Kids Director.

2. Complete a blue registration card for each visitor being careful 
to obtain specific information about food allergies or other 
problems as requested on back of the card. 

3. Have the parent write his or her name on the sign-in sheet 
specifying where we may reach him or her during each service 
(preschool only).

4. Assign a number to the child and give the parent the 
corresponding number to be returned when the child is picked 
up.

5. Be sure all of the child’s belongings left in the room are properly 
labeled with his or her name.
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Safety and Security

Paging System
Parents of children in the Nursery and Toddler Departments are 
given a numbered pager which is used to call them if necessary. The 
pager must be returned to pick up the child.

Security Tags
Kids (2-years old - grade 4) are given a tag with a random number on 
it. A tag with the same number is pinned to the child. The tag must be 
presented at pick-up time. Kids will not be allowed to leave unless 
the tag is presented. This is also the number that will appear on the 
screen during service times if your kid needs your attention before 
pick-up time.

Teacher Identification
All adults in the classroom are required to wear a Grace Kids volunteer 
name tag as a means of identifying them as an adult authorized to be 
in the classroom. New volunteers who are observing in a class must 
wear a visitor name tag available in the departments. Do not allow 
unauthorized individuals into your classroom. 

Restroom Policy
1. Diapers are to be changed in a visible area with at least one 

other caregiver present.

2. Only female caregivers are to change diapers.

3. No caregiver is to escort a kid to the restroom alone. 

4. For the safety of the kid and worker, always take at least two 
children. 

5. Male caregivers are to escort only boys to the restroom.  

6. Anyone violating this policy will be subject to losing his/her 
place in ministry to children.
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Accidents and Injuries

Minor Injuries
Typically, a minor injury can be treated with a little loving attention, 
some first aid cream and a Band-Aid. First aid supplies, cold packs, 
and rubber gloves are available in each department. Always wear 
rubber gloves when cleaning up after a sick or injured child. 
Additional first aid supplies are available in Central Supply.

An “Ouch Report” should be completed for a minor injury. The 
parent should be informed of the injury when he or she picks up 
the child and given a copy of the “Ouch Report”. The other copy of 
the report should be placed in the Grace Kids Director box #24 in 
Central Supply.

Serious Injuries
Serious injuries involving broken bones, convulsions, fainting, 
unconsciousness, or other serious bodily injury should be treated 
as follows:

1. Keep calm and keep children and the injured person as calm as 
possible. Speak calmly to assure the child.

2. Do not move the injured child and do not leave them.

3. If  “patient” is unresponsive, not breathing, experiencing head 
or chest pain, bleeding uncontrollably:

A. Press 8 then 911 on any house phone. State Grace Church,  
    4599 Burbank Rd., Wooster and your room number.

B. Call point person @ 8-1-717-606-6791 to alert church medical  
    staff.  Give parents location and your room number.

C. Page parents via pagers/number system.

D. Move other students away from the situation so that medical 
     staff can treat the “patient”.

E. Section off any soiled area(s).

F.  Contact the Facilities staff at x109 or x114 to report any blood 
     body fluid clean up. Please state room number and time.



11

4. If the child is to be transported to a hospital and the parents 
cannot be located in time, a staff member will accompany the 
child to the hospital.

5. All volunteers and staff members involved in the emergency 
should write out a report of what happened immediately 
following the emergency and submit it to the Director of 
Children’s Ministries.

6. A staff member will follow up with the parents as needed.

Guidelines on Admitting Kids with an Illness

For the protection of all, workers will follow the guidelines listed 
below when making decisions about allowing children to enter 
church nurseries. Parents should not bring children to the nurseries 
or preschool rooms if any of the following symptoms are present:

1. Fever greater than 101 degrees.

2. Nose drainage other than clear.

3. Loose bowel movements different from the child’s normal bowel 
movements.

4. Vomiting, except normal regurgitation of feedings by babies.

5. Generalized rash, except prickly heat, diaper rash, eczema, etc.

6. Eye drainage (should be evaluated by a physician).

Each department has a fever scanner to determine the body 
temperature. If a child has or develops any of the above symptoms, 
the parent will be paged/notified and asked to pick-up their kid.
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Infectious Disease Control Policy

In an effort to control the spread of communicable diseases in the 
nurseries and preschool areas, please follow the guidelines listed 
below as closely as possible when changing diapers, preparing the 
room for the next session, and cleaning up after accidents:

1. Use plastic gloves when changing diapers. These are located 
in the changing areas. You may obtain more gloves in Central 
Supply if you need them.

2. Place dirty diapers in a plastic bag before placing in trash 
container.  Plastic bags may be obtained from Central Supply.

3. Wash hands or use anti-bacterial hand gel after changing a 
diaper or wiping a child’s nose.

4. Try to keep children from touching other children’s food during 
snack time.

5. If a toy has been in a child’s mouth, please wash it immediately 
with soap and water or put it away to be disinfected at a later 
time.

6. Disinfect changing area after each service by spraying with 
bleach solution or germicide and drying with a paper towel.

7. Disinfect toys at the end of each session by washing in a 
disinfectant solution and allowing to air dry or spraying with a 
bleach solution located in spray bottles in each room (bleach 
solution contains 1 part bleach to 10 parts water).

8. If a child vomits, urinates, has a bowel movement, or bleeds 
on the carpet, immediately use Voban, available in each 
department, and sprinkle on the soiled area. Block off the area 
with chairs for at least 30 minutes and notify the facility staff.
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Emergencies

In Case of Fire/Evacuation

1. Each staff person will gather children in line, and if possible, 
make a quick count. If there are not enough adults to carry 
babies from the nursery, staff should put babies in small cribs 
and push or pull to designated exit. Check restrooms.

2. Leave the room together, take the class roster and close the 
door behind you.

3. Exit the building at the door designated on the evacuation 
procedure map located in each room.

4. Go at least 50 feet from the building before stopping (this 
means going past the driveway into the parking lot in most 
cases).

5. Recount your children, check  the class roster  and have class 
remain together.

6. Return into the building ONLY after the all clear announcement 
is given by the ushers.

7. Do not release children to parents until after the all clear is 
given.

In Case of Tornado

1. If a tornado has been sighted, ushers will inform teachers in all 
classrooms to implement emergency procedures.

2. Children are to be taken to a room with no windows or the 
hallway unless they are already in a room with no windows.

3. Each department will have directions on where they are to go in 
case of tornado posted in their classrooms.

4. When children are in their designated area, they should be 
instructed to lie on the floor with knees pulled under them, head 
down, placing hands and arms over their head to protect it. They 
are to remain in this position until the all clear is given.
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In Case of Confrontational Person

1. Intercom, usher or staff person will alert all classrooms to 
implement lockdown procedures.

2. Secure all children, teachers/leaders, and staff in your assigned 
room and lock classroom doors.  

3. Prepare the children for a possible evacuation.  

4. Keep the children away from the windows and in an area least 
visible from outside the room.  

5. Check the class roster and account for all children. 

6. Do not open the doors until directed to do so by the Point 
Person, a staff person, ushers, or Law Enforcement.
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Reporting Suspected Child Abuse

DEFINITIONS OF CHILD ABUSE
(As defined by “The National Committee for Prevention of Child 
Abuse”)

Physical Abuse

Non-accidental injury, which may include beatings, violent shaking, 
human bites, strangulation, suffocation, poisoning, or burns. The 
results may be bruises and welts, broken bones, scars, permanent 
disfigurement, long-lasting psychological damage, serious internal 
injuries, brain damage, or death.

Neglect

The failure to provide a child with basic needs including food, 
clothing, education, shelter, and medical care; also abandonment 
and inadequate supervision.

Sexual Abuse

The sexual exploitation of a child by an older person as in rape, 
incest, fondling of the genitals, exhibitionism, or pornography. It may 
be done for the sexual gratification of the older person, out of a need 
for power or for economic reasons.

Emotional Maltreatment

A pattern of behavior that attacks a child’s emotional development 
and a sense of self-worth, such as constant criticism, belittling, 
insulting, manipulation; also, providing no love, support, or guidance.
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HOW TO REPORT SUSPECTED CHILD ABUSE

1. Familiarize yourself with the definitions and descriptions of 
child abuse listed.

2. If you suspect that a child involved in any of the programs of 
Grace Church has been abused, the following steps are to be 
followed:

• Report the suspected abuse to your Department 
Coordinator, the G.K. Director, or a pastor.

• Do not interview the child regarding the suspected abuse. 
This will be conducted by a trained professional.

• Do not discuss the suspected abuse with the other workers, 
parents, etc. All information regarding the child should be 
kept confidential with your ministry supervisor and the 
proper authorities.

3. You may be asked to complete a Suspected Child Abuse Report. 
Confidentiality will be maintained where possible. This report 
is to be completed within twenty-four hours and given to your 
ministry supervisor.

4. After the suspected child abuse case has been reported by 
a worker, proper steps will be taken to report the suspected 
abuse to the designated reporting agency.
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Discipline Guidelines

Our church is committed to teaching kids in an atmosphere of love 
and acceptance. We want each kid to experience God’s love through 
the loving example set by his or her teacher. However, we also want 
the children to learn respect for their teachers, respect for other 
children, and the necessity for obeying rules. The manner in which 
discipline is handled will depend on the age of the child. However, 
discipline at church should never include yelling at or spanking a 
child.

Preschool Children

Preschool children are very literal minded and do not understand 
abstract concepts. The teacher needs to be sure each child 
understands which behaviors are acceptable and which are not 
acceptable. Preschoolers may need to be frequently reminded of 
what is expected.

When negative behaviors are displayed, gently remind the child of 
appropriate behavior. If the behavior persists, it may be necessary to 
remove the child from the group for a brief “time out.”

If a child is disruptive on a continual basis, the matter should be 
discussed with the Department Coordinator in order to determine 
the appropriate course of action. The Department Coordinator will 
consult with the G.K. Director as needed.

Children in Grades 1 - 4

When an elementary school aged child displays negative behaviors, 
inform the kid that the behavior is unacceptable through eye contact, 
a shake of the hand, a gentle touch on the shoulder, or verbally. If the 
behavior persists, it may be necessary to remove the kid from the 
group or room for a brief period of time.
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To help elementary kids understand what behaviors are acceptable 
at church, the teacher may choose to post a list of rules in the 
classroom (see example below). If a list is posted, it should be short 
and the teachers should carefully review the rules with the children 
to assure that each rule is fully understood.

When a rule is broken, the teacher should remind the child through 
one of the ways listed above that a rule has been broken. If the 
unacceptable behavior continues, the teacher should counsel with 
the child individually at an appropriate time. If the problem still 
persists, the teacher should discuss the situation with the Department 
Coordinator in order to determine the proper course of action. 
The Department Coordinator will consult with the G.K. Director as 
needed.

Suggested Rules

1. Show respect to teacher and classmates.

2. Follow along in the lesson.

3. Respect neighbors’ belongings.

4. Take turns when talking.

5. Keep hands and feet to yourself.

Room Usage Guidelines

The following guidelines should be followed in each room:

1. All toys should be sorted and returned to the appropriate bins.

2. Only those supplies, snacks, etc. designated for your program 
should be used.

3. All supplies should be returned to the storage cabinets.

4. Rooms should be organized and ready for the next program 
when leaders leave.

God has blessed us with an active, growing church which requires us 
to have multiple programming in all our rooms. 
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Department Coordinator Description

Directly support and encourage the teachers in the department. 
The coordinator is responsible to the G.K. Director for planning, 
conducting, and evaluating the work of the department.

Responsibilities of the Department Coordinator are as follows:

1. Direct Sunday morning sessions and guide learning activities in 
departments.

2. Arrive early to prepare the classroom and greet the first 
children. (This will mean being present at least 15 minutes 
before the start of your session.)

3. Lead teachers to make optimum use of the materials and 
resources used in the department.

4. Guide teachers in planning, conducting, and evaluating their 
work.

5. Communicate to teachers policies, procedures, and changes.

6. Attend training meetings.

7. Assist in recruiting and training teachers and substitute teachers 
for the department.

8. Plan for, and participate in, regular communication between 
parents and teachers through visitation, and individual 
conferences.

9. Secure and distribute curriculum for teachers.

10. Assume or assign responsibility for department records and 
reports.

11. Arrange for a substitute when a teacher will be absent if the 
teacher is unable to find one.

12. Attend Grace Kids Leadership Team meetings.
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Teacher Description

The teacher is responsible to the department coordinator for Bible 
teaching, encouraging spiritual growth, and facilitating life change.

Specific responsibilities of the teacher are as follows:

1. Prepare the lesson and all necessary materials before your class 
time.

2. Arrive early to prepare the classroom and greet the first 
children. (This will mean being present at least 15 minutes 
before the start of your session.)

3. Guide individuals or small groups in Bible learning activities.

4. Lead or assist as appropriate during group time.

5. Cooperate with the department coordinator in planning, 
performing, and evaluating the work of the department.

6. Arrange for a substitute teacher when you must be absent. 
These substitutes will be called from the approved list.

7. Follow up absent students promptly by phone or postcard.

8. Attend periodic training meetings provided for Grace Kids 
workers.

Helper Description

1. Arrive early to help prepare the classroom and greet the first 
children.  (This will mean being present at least 15 minutes 
before the start of your session.)

2. Guide individuals or small groups in Bible learning activities as 
directed by the teacher.  

3. Lead or assist as appropriate during group time.

4. Secure a substitute when absence is necessary and notify the 
Department Coordinator of the substitution.

5. Attend periodic training meetings provided for Grace Kids 
workers.
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Central Supply

Central Supply, which contains attendance folders, supplies, and a 
copy machine, is located in the West Hallway outside the Worship 
Center. It is stocked with a variety of materials that are commonly 
used in the classrooms including office and craft supplies. An 
attendant is on duty during the 8:30 AM, 9:45 AM, and 20 minutes at 
the beginning of the 11:00 AM service on Sunday mornings to help  
with supply and copy requests. Please do not enter the room.

A list of supplies which are stocked in Central Supply is given below. 
If you need an item that is not on the list, you may submit a request to 
the Central Supply attendant.

Attendance Folders
Bags (Brown Paper)
Brads
Chalk
Construction Paper
Craft Sticks
Crayons
Cups (Dixie)
Dry Erase Markers
Envelopes
First Aid Supplies
Glue
Glue Sticks
Highlighter Markers
Hole Punch (three 

hole & single)
Index Cards
Key Tags
Name Tags
Napkins
Paint Brushes
Paper Clips
Pencils
Pens
Permanent Markers
Pins (push, safety)
Post-it Notes
Registration Cards
Roll Paper  (36”, 
Various Colors)

Rubber Bands
Rubber Gloves
Scissors
Sponges
Staplers/Staples
Stickers
Sticky Tac
Tape (masking, 
scotch)
Tempera Paints
Thumb Tacks
Transparencies
Washable Markers
White Copy Paper
Yarn





Jessica Artrip, Children’s Director
330.264.9459 x236

4599 Burbank Road, Wooster, OH 44691
woostergrace.org
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