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CHILDCARE MINISTRY 
Providing a warm, loving, safe, hygienic environment for the youngest members of 
our congregation and guests is an important ministry.  Allowing parents to worship 
knowing their child is being cared for in a loving environment provides them with 
much needed peace of mind. For many parents their first impression of First 
Presbyterian is the nursery, and we are depending on you to make sure that 
impression is a good one. 
 
EMPLOYMENT AT WILL 
All employees of the Church are considered “employees-at-will.”  This means that 
the employee is employed for no specific duration of time and is free to resign at any 
time with notice.  Likewise, the Church may end the employee’s employment at any 
time, with or without notice, for any or no reason.   
 
DRESS 
Make sure that what you wear is modest, comfortable for you and appropriate for 
working with young children.  You will be standing, reaching, leaning, and sitting on 
the floor.  You will want to make sure that there is nothing to scratch young children 
as you hold them and that dangling jewelry is at a minimum (because they will grab it 
and break it).  Dress for Sunday morning shifts is a little dressier than week-day or 
Sunday evening shifts.  Here are a few specifics as far as dress is concerned: 

o Jeans—okay for weekday, not okay for Sunday.  If they are low-rise, make 
sure that your shirt is long enough to cover your body when you sit and lean 
over. 

o Leggings—okay for weekday, not okay for Sunday. 
o Tops—make sure that any logos, sayings, etc. are appropriate for a church 

environment.  Remember that as you pick up children, they will pull on 
your neckline; make sure that your top is not at risk for revealing your 
private body parts. No undergarments (bandeaus or bralette) should be 
showing. 

o Skirts/shorts/dresses—make sure the length is appropriate for a church 
environment (fingertip) and the job you are doing, and that they are not too 
tight.  (Shorts or rompers are not appropriate for Sunday mornings.)   

o Shoes—comfortable and safe—flip-flops are okay. No heels - they are 
dangerous around little ones.   
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PARKING 
The parking lot across Lurleen Wallace is the closest to the nursery entrance.  You 
may also park along the street anywhere on the block.  The church has an agreement 
with the bank (diagonally across from the front of the church) to use their lot as well.  
Do not park in the lots by the nursery entrance or in the lot in front of the church.   
 
CHILDCARE SUPERVISOR 
All communication regarding schedules, absences, etc. should go through the FPC 
Childcare GroupMe (communicate with your co-workers and make an effort to find a 
substitute in a timely manner) & Rev. Emily Frandsen, the Associate Pastor for Faith 
Formation.  
 
SCHEDULES 
Every effort will be made to have the monthly schedule available for sign-up, two 
Sundays before the month begins. Priority for shifts is by seniority, so the person who 
has worked for FPC the longest gets the first opportunity to sign up.  We use Google 
Docs. The name on the top of the list signs up first and then lets the next person know 
and so on down the list. By the Wednesday of the week the schedule comes out 
anyone may sign up for any slot.   

   
CANCELING—If you have signed up for a slot and find out you cannot work, YOU 
need to find a replacement and you both need to make sure it’s correct on Google 
Docs. If you have an emergency the day you are scheduled to work, try to find a 
substitute.  If you are unable to find a sub, call, don’t text, the childcare supervisor. 
Failure to show up for one scheduled shift without notification will result in a 
reprimand.  Failure to show up for a 2nd scheduled shift without notification, will 
result in termination. 
 
PAY SCHEDULE 
The pay schedule is set by the personnel committee of the church.  The pay schedule 
for church childcare workers as of January 2018 is as follows: 
As of January 1 of the year: 

o Less than one year’s service $8.50 
o 1-4 years    $9.00 
o 5-10 years    $9.50 
o 11-14 years    $10.00 
o 15-19 years    $10.50 
o 20+ years    $11.00 

Step increases for years of service go into effect January 1, NOT on your 
anniversary date. 
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HOLIDAY PAY 
Holiday pay of 1 ½ your hourly rate will be paid for working on any of the following 
dates:  Easter, Mother’s Day, Father’s Day, Sunday Before Labor Day, Christmas 
Eve, and New Year’s Eve. This is a policy of the Personnel Committee of the church.  
Please do not try to negotiate holiday pay for holidays not approved. 
 
TIME CLOCK 
You must clock in and clock out using the app.   
 
PAY CHECKS 
Your paycheck will be automatically deposited in your bank account.  Upon 
employment, you need to provide the bookkeeper with a voided-blank check or 
deposit slip.  Any questions about pay checks need to be addressed with the Childcare 
Supervisor who will contact the church bookkeeper. Deposits are usually processed 
after the last childcare shift of the month.  In the case that they are processed before 
the last shift of the month, the remaining hours for the month will be processed on the 
next month. 
 
W-2 FORMS 
Make sure that the church bookkeeper has a home address to which to mail your W-
2 form.  The W-2 will not be forwarded unless you have communicated a change of 
address with Jackie Joiner, the Church Administrator. jjoiner@fpctusc.org 
 
MINIMUM WORK PER MONTH 
All childcare workers are required to work at least TWO Sundays each month and 
weekday shifts as available.  If something prevents you from working two Sundays a 
month, you must clear it with your supervisor at the beginning of the month.   
 
DUAL EMPLOYMENT WITH CHURCH AND PRESCHOOL 
You cannot be paid out of both budgets for the same hours.   
If you are on the clock for the Preschool until 5:30, you cannot sign in for Church 
Childcare until you clock-out of the Preschool.   
You may not do Preschool work on church time or church work on Preschool time. 
 
END OF EMPLOYMENT 
A two-week notice is required, and a month’s notice is preferred when you know that 
you will no longer be working as a Childcare Worker with First Presbyterian Church.  
Please send an e mail to Rev. Emily Frandsen (efrandsen@fpctusc.org)  
 

mailto:efrandsen@fpctusc.org
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Safe Church Guidelines 
• Two adults should be in the room with children at all times. (Even if there is 

only one child, there should be two adults with that child.) 
• All childcare workers must be 18 years of age or older. No older children 

should be in the nursery rooms. 
• The door to the room must be open at all times. 
• Do not leave the childcare area with a child, particularly DO NOT walk around 

with an individual child without another adult. 
• ALWAYS wash hands upon entering a classroom.  Ask parents and children to 

wash hands upon entering. 
• NEVER take pictures of children under your care.   
• NEVER post pictures or video of children under your care on social media. 
• Due to current regulations, childcare workers CANNOT serve foods to 

children under the age of four years that may present a choking hazard.  This 
includes hot dogs (whole or sliced into rounds); whole grapes, nuts, popcorn, 
raw peas, hard pretzels (stick or shaped), spoonsful of peanut butter, raw carrot 
chunks, or meat in pieces larger than ½ inch in size. 

 
The safety and security of the children in your care should always be uppermost in 
your mind. 
 
Professionalism 

• Maintain a professional attitude with parents and co-workers at all times. 
• Do not say disparaging things about parents, co-workers, church members, the 

church or the preschool. 
• Bring concerns to your supervisor.   

 
DUTIES 

8:15-12:30 Sunday shift 
o Before the children arrive, have the sign-in sheets ready, a clean sheet on at 

least one bed (if in the infant nursery). (Clean crib sheets are in a plastic bin 
labeled Sunday School on the bottom shelf of the far-left cabinet of room 
107.) 

o Place the totes in each room and make sure they are stocked. 
o Check your room and do whatever is necessary to make sure the room is 

ready for your children.  If the chairs are up on the tables take them down.  
If the tables are dirty, wipe them off.   

 
9:30-12:30 Sunday shift 
o After signing in, go directly to the room where you will be working.   
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o   Check your room and do whatever is necessary to make sure the room is 
ready for your children.  If the chairs are up on the tables take them down.  
If the tables are dirty, wipe them off.   

o If there are enough workers available to have at least two workers per room, 
split up the children into age levels (infant to walking; walking to 2nd 
birthday, 2’s until ready for 3-year-old SS).  [To be eligible for 3-year-old 
Sunday School the child must be 3 on or before Sept. 2nd.]  

 
All Shifts 
• Greet parents warmly, introduce yourself to the parent and to the child.  

Help those who are new to the nursery learn the procedures of signing in, 
etc. 

• Have parents and children wash hands upon entering a classroom. 
o Know the names of the children in your care.  It is your responsibility to 

make sure the parents have signed the child in and indicated where they will 
be. (Sign in forms should be on the cart. Let Pastor Emily know if more 
need to be printed.) If it is a child with whom you are unfamiliar, ask the 
parent to fill out one of the stickers that you can place on the child’s back. 

o Help educate parents about labeling their child’s belongings.  We have 
stickers for sippy-cups, bottles, pacifiers, etc. and diaper-bag tags for diaper 
bags that do not have the child’s name on them. 

o Be engaged with the children.  Play with them, hold them.  Do not sit to the 
side and talk to one another when there are children in the room. 

o DO NOT talk or text on your cell phone or do homework while you are 
supervising children. 

o Play Children’s Christian music for the children in the infant, toddler and 
two-year-old rooms. 

o If you are in the 3s & 4s rooms, assist the Sunday School teachers. Do not 
leave the room during the lesson.  In the event no teacher is present for a 
lesson, you may choose one of the Bible story books to tell as a Sunday 
School lesson. 

o Diapers are to be changed as needed and every child in diapers should be 
checked within 15 minutes of when the parents are expected.  Use the 
“diaper changed” stickers to indicate when the babies have been changed.  
(You could also use them to indicate to the parents when you last checked 
the diaper.) 
o Early church is from 8:45 to 9:30 in the Sanctuary, Sunday School is 

from 9:45-10:45 (most parents will be in either the Balancing Faith (rm. 
204), Journey (rm. 205); Bible 101 (rm. 203), Current Issues (206) 
classes. The 11 a.m. Worship Service is in the sanctuary from 11-12. 

o A different pair of gloves should be worn when changing each child and 
should be removed in the appropriate manner. (Turning them inside out 
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without touching the outside of the glove.)  Always wash your hands upon 
beginning your shift, changing diapers, wiping noses, helping a child go 
potty, etc. 

o Disinfect (with Clorox wipes or similar product) the changing surface 
between each baby. 

o Toilet training varies by child.  If a child is being toilet trained, be observant 
and take him/her to the potty often.  In case of an accident, do not shame the 
child.  Clean him/her up and check the bag for clean underpants.  Do not put 
the child back in diapers or pull ups if at all possible.  

o Snacks (Cheerios, cookies, lemonade) will be served only during the 
Sunday School hour.  No snacks are to be served after 11 a.m.  It interferes 
with the children’s lunch. 

o Always check infant’s bags for bottles that need to be given and ask the 
parents before they leave what time the baby should have a bottle. 

o On Sunday mornings at approximately 11:55 try to get the children to the 
back of the room with one adult so that they are not gathered around the 
door.  It is best if a childcare worker or parent volunteer greets the parent, 
gathers the child’s belongings and makes sure that the child leaves with 
his/her parent.  We want dismissal to be as orderly as possible for the 
children’s safety.  We also do not want to let any child out of the room 
without a parent. 

o At the end of your shift, make sure that any trash is taken to one of the large 
trash cans in the storage area outside of the gym and that all toys, chairs, 
etc. are returned.  Also, make sure that all lights are turned off and the door 
to the playground is locked (if you are in a room with outside access.) There 
is no cleaning service on Sunday evenings, so how you leave the room on 
Sunday afternoon is how the pre-school teachers will find it on Monday 
morning. 

o All workers for a particular shift are to work together to clean up and all 
workers walk out together. 

o Take dirty sheets off of cribs and leave them on the table in Emily 
Frandsen’s office. 

o Leave a note for the Childcare Supervisor or for the Associate Pastor for 
Faith Formation when items (sign-in sheets, diaper wipes, disinfectant, 
paper towels, cups, Cheerios, etc.) need to be ordered. There is a form for 
this in the childcare cabinet. 

o Complete an incident report any time a child is injured in any way. 
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COMMITTEE MEETINGS/YOUTH/WEDNESDAY 
AFTERNOON/NIGHTS IN ROOM 213 

• Make sure parents sign in and you have contact information and location 
for the parents. 

• On Wednesdays, music learning takes place. Please assist the Cherub 
Choir Director with whatever she needs. 

• Periodically take the children all together for bathroom breaks.  
Remember the “no-adult-alone-with-a-child” rule. 

• If you eat in room 213, please do not leave leftovers in the refrigerator. 
• Take out the trash, just like downstairs. 
• Keep the room as clean and straight as possible.  The cleaning service 

does not clean this room. 
• Children who come early may play in the gym or on the playground after 

the LOGOS kids leave at 3:45. They may not go on the toddler 
playground, and you must closely supervise them. 

 
KIDS NIGHT (OR DAY) OUT 
o Sitters should plan games for the older children in the gym, outside, etc. and 

expect to participate, organize teams, referee, etc. 
o Sitters should be actively involved with the children. 
o Check that all trash is emptied, lights are out and the outside doors are 

locked. 
o Registration and payment is online only.  
 

IDEAS FOR ENTERTAINING CHILDREN 
o Check diaper-bag for parent-provided snacks. We always have Cheerios.  

Cookies and lemonade are available on Sunday mornings. No snacks are to 
be served after 11 a.m. 

o Read books, sing songs, play make believe games. 
o Large motor activities, big soft balls, riding toys, are appropriate for the 

younger toddlers.  The older toddlers are beginning to develop their fine 
motor skills. 

o Tip...Do not let children younger than 3 have crayons, and supervise 3-year-
olds closely.  They will find a way to eat them or write on the walls! 

o Watching videos on any screen is not appropriate for children under the 
age of 5 and for those over 5 only when you have them for extended time 
periods (Kid’s day/night out).  DO NOT allow children to watch videos on 
your phone.   
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DEVELOPMENTAL MILESTONES FOR CHILDREN (TAKEN FROM THE 
UNIVERSITY OF ALABAMA’S CHILD DEVELOPMENT RESOURCES WEB SITE) 

1 Month 

Responds to parents' faces and voices  
Lifts head briefly  
Moves head from side to side  
Brings hands to face  
Has strong reflex movements (Rooting, sucking, gripping, etc.)  
Can sleep 3-4 hours at a time. Stays awake an hour or longer between sleep times  
Can be comforted by being held or talked to  

2-3 Months 

Smiles in response to attention  
Follows objects with eyes  
Coos in response to language  
Can lift head, neck, and upper chest when lying on tummy  
Straightens and kicks legs when lying on back  
Grasps and shakes hand toys  
Holds head up with control  

4-6 Months 

Coos and makes some consonant-vowel sounds such as "dada"  
Amuses self with babbling and noises including laughs and squeals  
Controls head well  
Lies on tummy and lifts head and chest to look around  
Rolls over from tummy to back and eventually back to tummy again  
Explores objects with mouth  
Reaches for and bats at objects  
Begins teething- Bites on toys and objects  
Recognizes the bottle or breast and eventually holds bottle  
Pulls up to a sitting position holding someone's fingers  
Sits with support  
Can see across the room  
Is interested in toys  
Pays attention to small objects  
Recognizes and eventually reaches for parents  

7 - 9 Months 

Goes from tummy to sitting unsupported  
Uses fingers and thumbs together when picking up objects  
Becomes aware of "cause and effect". (Example: Realizes that a toy will light up when a button is 
pushed)  
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Makes "raspberry " sounds with lips  
Bites on first tooth  
Looks for toys he has dropped  
Moves toys from hand to hand  
Drinks from spill proof cup  
Creeps or crawls  
Pulls self up  
Plays pat-a-cake and peek-a-boo  
Responds to his own name  
May show anxiety with strangers or when removed from favorite caretaker 

10-12 Months 

Pulls to standing position  
Takes steps with help  
Cruises around the furniture while holding on  
Understands object permanence. (Example: Looks for object when dropped, knowing that object 
didn't just disappear)  
Claps hands and waves  
Imitates sounds he hears, especially language sounds  
Enjoys singing and dancing  
Carefully examines toys and objects  
Takes lids off containers  
Puts things "in" and takes things "out" 

Two-Year-Old Developmental Milestones 

Terrific two-year-olds are rapidly developing new skills such as: 

• self feeding with a spoon  
• helping wash hands  
• beginning to run  
• showing hand preference  
• building larger block towers (4 blocks or more)  
• taking things apart  
• exploring surroundings  
• knowing 5 to 6 body parts when asked  
• playing make-believe  
• becoming more aware that self is separate from others  
• enjoying being around other children  
• increased independence  
• enjoying having one book read over and over again  
• using a vocabulary containing several hundred words  
• verbalizing feelings  
• referring to self by name and "me" and "mine"  
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Three-Year-Old Developmental Milestones 

Learning about ages and stages of typical development can help parents better anticipate, then guide 
children more successfully and confidently, through each developmental stage. Please keep in mind 
that even though there are typical patterns of development, actual timelines will vary for each 
child. The information below is a basic guideline to help parents identify the developmental 
milestones of their three-year-olds. 

Physical Development 

• Runs, marches, walks on tiptoes, briefly stands on one foot, hops, rides a tricycle and walks 
up steps alternating feet.  

• Dresses himself : Buttons and unbuttons clothing and puts on socks and shoes.  
• Stacks 9-10 blocks.  
• Paints or draws circles and squares.  
• Feeds self well and pours from a pitcher.  
• Handles small objects such as puzzles and pegboards.  

Intellectual Development 

• Has a large vocabulary. Uses 3-4 word sentences.  
• Can communicate needs and ideas, tell simple stories, answer questions, and may recite 

simple nursery rhymes.  
• Asks "WHY?" and other questions with hopes of understanding the environment.  

Social and Emotional Development 

• Emotions are usually extreme, but short lived. May be crying one minute and laughing the 
next.  

• Enjoys parallel play, along side others. Begins cooperative play, interacting with others.  
• Enjoys dramatic play such as "dressing up", imitating adult behaviors, etc.  
• Begins to learn to share.  
• Takes turns.  
• Likes to conform  
• Increase in sense of personal identity. Enjoys communicating his full name to others and 

expressing personal likes and dislikes.  

ACTIVITIES FOR BABIES 

Birth to 12 months: 

• Engage your baby with eye contact while you talk or sing to her.  
• READ to her. It doesn't matter what you read, but do so with emotion and a soothing tone.  
• Use gentle touch. While holding her stroke her skin, touch her fingers and toes, put her hand 

against your face, and rub her back. This can be done anytime during the day but is 
especially fun outside on a blanket on a warm day.  

• Play with her using a mirror. Hold her with her back against you as you both face a wall 
mirror. Make silly faces, stick out your tongue, SMILE-it is great fun when she imitates 
you!  
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• Hang a musical mobile above the bed. (Make sure she can see the figures as they spin). 
There are numerous types of toys on the market that have colorful items hanging down so 
she can look, kick, and reach for them. Be sure to alternate her view by switching her from 
her tummy to her back or sitting upright in a bouncy chair. Always supervise your baby 
during these activities!  

• Show and then hold out various objects like rattles, teething rings, and soft toys and watch 
her reach for them. Describe the item and ask questions. She won't be able to answer you 
with words just yet, but you are developing a strong connection and encouraging language 
skills.  

• Play patty cake and peek-a-boo and 'where did it go'? Hide toys under blankets and 
containers and then pull the cover away and watch her surprise.  

• Let her make some noise by banging on pots with a large plastic spoon, shake rattles, or just 
pat with her hand on the table.  

• Don't forget water play. Older babies love to play and splash in water. Give her cups and 
funnels so she can practice pouring. NEVER leave your baby alone in water! Babies can 
drown in 1 inch of water!  

• Use hand puppets to tell a story.  
• As your child becomes more mobile, she will enjoy many push-pull toys.  
• Talk and read about different animals and make their sounds.  
• Play in the dark with a flashlight.  
• Blow bubbles. This is great fun! Younger infants love to watch, and older babies may try to 

'pop' them.  
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EMERGENCY PROCEDURES 
Sick/injured child 
Tend to the child as best as possible and send another childcare worker/adult 
volunteer to find the parent. 
Fire alarm 
Get the children in your care out of the building.  If necessary, place them in a crib 
with wheels and wheel them into the parking lot. Always bring the sign-in sheet with 
you. 
Tornado Warning 
In the event a tornado warning is issued, take the children to the fellowship hall of the 
church (down one level—stairs are at the end of the hall toward the gym or off of the 
great hall). 
Stranger 
In the event you or the children are approached by someone that makes you 
uncomfortable, make sure the children are safe and send for one of the church staff 
members.  Call the Childcare Supervisor, Associate Pastor for Faith Formation, or 
another adult whose name will be posted on the sign-in cart. 
SURVEILLANCE CAMERAS 
Surveillance cameras are located in each of the classrooms and throughout the 
church.   
SHARED-SPACE 
The Preschool and church childcare are two separate organizations, with separate 
budgets and funding sources.   We have a good relationship with the Preschool, and 
we would like to keep it that way!  Please do not use their consumable supplies; we 
can purchase our own.  Do not get items out of the downstairs Preschool resource 
room.  There is a church resource room on the 2nd floor if you need craft-type items.  
Please return everything where it was originally, empty the trash in one of the large 
trash cans in the storage room by the gym and take any dirty diapers to the dumpster. 
BUILDING ISSUES 

• For most childcare activities, the Preschool door (Bryant Drive entrance) is 
locked.  You will be given a code when you are hired.  

• The church is transitioning to having someone to open the doors for 
congregation members during Sunday School and Worship services.  In the 
meantime, use your judgement in letting people in.  There is a button in room 
106 where you can open the door remotely.   

• For evening activities, if you are the last to leave the building, make sure all 
exterior doors in the childcare area are locked from the outside and that all 
lights are off in your area (including the children’s bathrooms in the rooms and 
the second-floor hallway).  
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