
 
 

- 1 - 

 
 

 
 

 
 

 
 
 
 
 
 
 
 

VOLUNTEER HANDBOOK:  
WORKING WITH MINORS  

AT LIFEPOINT 
 
  
 
 
 
 
 
 



 
 

- 2 - 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This page has been intentionally left blank. 
  



 
 

- 3 - 

 
 
LifePoint Volunteers,  
  
We are absolutely thrilled to serve with a truly gifted staff and incredible volunteers like you! With all our heart, we 
believe that you are serving in one of the most important ministries in the church.  When we are successful, the 
difference isn’t measured in lives, but in generations. And together, we can make an impact that will change our 
community – one precious life at a time.  
  
What you do in The Treehouse at LifePoint is more than babysitting or childcare.  What you do in LP Students is more 
than just “hanging out with teens”.  The Treehouse and LP Students is the Church hard at work. Too often people refer 
to children as the “church of tomorrow”, or the “church of the next generation”.  We passionately disagree with this 
statement.  Our children and student ministries are the church of today, the church right now where children and 
students are being equipped to make a difference for Jesus Christ, right now!  
  
More than ever before, LifePoint is passionately pursuing the vision and direction of our church, helping kids and students 
become unified in community, growing in faith, and learning how to multiply themselves in others.  More than ever 
before, we are aligning our children and students with other ministries of our church to make a more significant impact 
on them as they grow from infancy toward adulthood.  More than ever before, The Treehouse and LP Students are 
partnering with families to help parents find success in their efforts as spiritual leaders.  
  
As a volunteer or leader within The Treehouse and LifePoint Students, we thank you for your willingness to be used by 
God to do His work.  We believe God has a special place in His heart for those who selflessly serve His youngest. Serving 
in The Treehouse and LP Students isn’t just about giving; It’s joining a team of other like-minded people who are 
experiencing community and spiritual growth while helping kids do the same. Our prayer is that while in The Treehouse 
and LifePoint Students you will experience powerful and lasting change as you make a difference in the lives of kids.  
  
Are you ready? Let’s go!  
  
Alan Andreu, Pastor Brady Brinson, Elizabeth Whitted,  
Keith Radogna, Owen Kenney, & Zach Barnes 
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CHILDREN & YOUTH MINISTRY MISSION 
To help kids and students connect into a growing community of multiplying Christ-followers.  We accomplish this through 
helping kids live the Way of Christ:  

LOVE GOD (ATTEND) 
We teach children and students who God is and what it looks like to live in a loving relationship with Him.  
 

Mark 12:30    Love the LORD your God with all your heart and with all your soul and with all your mind and with 
all your strength.  

BUILD CHARACTER (GROW) 
Through relationship-based programs and events, like dedications and baptisms, we partner with 
parents and assist kids in taking steps of spiritual growth.  
  

John 15:4    Remain in me, and I will remain in you.  

LOVE PEOPLE (CONNECT) 
Through small groups and intentional organization, children and youth will experience consistent community with peers 
and adult leaders who serve as spiritual leaders.  
 

John 13:34    Love one another.  As I have loved you, so you must love one another.  

BE THE BODY (SERVE) 
We help children and students realize that they are part of a collective body bigger than themselves and that through 
God’s power they can make a significant difference in the world for Christ.  
 

Matthew 28:19-20    Therefore go and make disciples of all nations, baptizing them in the name of the Father 
and of the Son and of the Holy Spirit, and teaching them to obey everything I have commanded you. And surely, 
I am with you always, to the very end of the age.  

LEAD (MULTIPY) 
As kids & students grow in their faith, we help them see that they can influence others for Christ.  
 

2 Timothy 2:2    You have heard me teach things that have been confirmed by many reliable witnesses. Now 
teach these truths to other trustworthy people who will be able to pass them on to others.  
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CHILDREN & YOUTH VALUES 
WE VALUE SAFETY AND SECURITY 
The safety and protection of our kids is paramount. We follow established policies and procedures to ensure safety and 
security.   

WE VALUE RELEVANCE 
Through creativity and innovation, our environment and lessons are engaging, age appropriate and culturally relevant.    

WE VALUE BIBLICALLY CENTERED LIVING 
A dependence on God’s word is essential to our lives. It is our source for daily living and a foundation to the lives we live.   

WE VALUE WORSHIP 
Loving God through engaging worship is a regular practice in our lives.  We celebrate worship corporately as well as living 
our lives in a way that honors God. 

WE VALUE CHRIST-CENTERED COMMUNITY 
Change happens best in the context of spiritually authentic relationships. We prioritize community to create opportunities 
to belong, to grow, and to live our lives in a way that honors God.  
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GENERAL INFORMATION 
The following information is important for you to know, regardless of where you serve. The Treehouse and LifePoint 
Students is a multi-faceted team serving many kids.  Please familiarize yourself with this essential information.  

MINISTRY AREAS 
THE ROOTS NURSERY 
The Roots Nursery consists of all children birth until they are in preschool.  This area is characterized by low teacher to 
child ratios, gentle play, and a place where faith is introduced to babies and toddlers through finger plays, music & 
movement, and simple songs.  

SPROUTS 
Sprouts consist of preschool school four-year-old through kindergarten.   This area is characterized by medium teacher to 
child ratios, and active play.  The Bible is taught through engaging story videos, fun worship songs with motions and 
movement, and live or video puppet productions. Sprouts is where children are first introduced to meeting in small 
groups and beginning to build relationships with each other and leaders while learning about God.    

THE OLIVE BRANCH 
The Olive Branch consists of first through fifth graders. This area is characterized by high-impact energy, fun and 
engaging teaching and worship, and intentional small groups. A fun environment is the setting for kids to build strong 
relationships with each other and their leaders all while learning about God.  

LIFEPOINT STUDENTS 
LifePoint Students consists of students in sixth through twelfth grade. This area is characterized by high-impact games, 
engaging teaching and worship, and small groups.  Often our small groups are gender specific.  Our goal is to develop 
church leaders of tomorrow through our youth programs. 

LIFEPOINT WELCOME CHECK-IN 
The LifePoint Welcome Team is vital to our success. This is where families are greeted, and children are checked in and 
directed to their classrooms.  Our check-in volunteers are warm, friendly, and cheerfully help our families have a safe and 
great experience.  
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VOLUNTEER VS. LEADER 
We cannot do it alone.  The Treehouse and LifePoint Students consist of a team of volunteers who enjoy working with 
children. We utilize leaders, coordinators, and volunteers to effectively care for the kids that call LifePoint their church 
home.  LifePoint Church has standardized terminology for volunteers and leaders across all ministries. To better 
understand how these relate to The Treehouse and LifePoint Students, read the definitions below.  

VOLUNTEER 
A Volunteer is an individual who serves in nearly any area of The Treehouse and LifePoint Students both over the 
weekend and during the week.  

COORDINATOR 
A Coordinator is an individual serving to lead other volunteers to accomplish a task. These people are often called Task 
Leaders. 

LEADER 
A Leader is an individual serving in The Treehouse or LifePoint Students that leads other volunteers or children spiritually. 
The Treehouse and LifePoint Students Leaders often also lead volunteers to accomplish a task, but their primary 
responsibility is to lead or influence others spiritually.  

 

VOLUNTEER REQUIREMENTS 
All LifePoint Church employees and volunteers who desire to work with the children participating in our programs and 
activities will be vetted.  The vetting process includes the following: 

SIX MONTH RULE 
No volunteer will be considered for any position involving contact with minors until he or she has been involved with 
LifePoint Church for a minimum of six (6) months with regular attendance.  This time of interaction between our 
leadership and the applicant allows for better evaluation and suitability of the applicant for working with children.  This 
rule does not apply to church staff or their spouse. 

CRIMINAL BACKGROUND CHECK 
A national criminal background check is required for all staff (regardless of position) and for the following categories of 
volunteers: 
 

• Those involved with church activities involving minors. 
• Those who will be involved in overnight activities with minors. 
• Those counseling minors. 
• Those involved in one-on-one mentorship of minor. 
• Those having occasional one-on-one contact with minors (vehicle drivers). 

 
Before a background check is run, prospective workers will be asked to sign an authorization form allowing LifePoint 
Church to run the check.  If an individual declines to sign the authorization form, he or she will be unable to work with 
minors while at LifePoint Church. 
 
What constitutes a disqualifying offense that will keep an individual from working with children will be determined by 
LifePoint Church Staff on a case-by-case basis considering all the surrounding circumstances.  Generally, convictions of an 
offense involving children and/or offenses involving violence, dishonesty, illegal substances, indecency, and any conduct 
contrary to our mission will exclude someone from being permitted to work with minors at LifePoint Church.  Failure to 
disclose a criminal conviction on the application will also be a disqualifying event.  Disqualifying a volunteer will be 
handled with utmost prayer and sensitivity. 
 
The background check authorization form and results will be maintained in confidence on file in the LifePoint Church 
office. 



 
 

- 9 - 

AGE REQUIREMENTS 
YOUTH VOLUNTEER:  Middle school students (6th-8th grade) can serve in Sprouts or in The Olive Branch classrooms 
(see exceptions below).  
 
STUDENT VOLUNTEER: High School students (9th-12th grade) can serve in any area of The Treehouse as a volunteer 
(see exceptions below).  

ADULT VOLUNTEER:  Adults 18 years or older can serve in any area of The Treehouse and LifePoint Students as a 
volunteer or leader.  

As noted above, youth may volunteer in The Treehouse.  All volunteers over the age of 18 must have a background check 
completed before they are authorized to work with minors.   
 

EXCEPTIONS FOR YOUTH & STUDENT VOLUNTEERS: 
• Volunteers serving in the Sprouts classroom may not under any circumstance pick up a child unless the volunteer 

is at least 16 years old. 
• Youth and Student Volunteers are expected to attend their age specific LP Students youth group and corporate 

services a regular basis when not volunteering in a classroom. Serving does not take the place our LifePoint 
Students community.  Those not attending youth group and corporate services will not be permitted to volunteer. 

• Volunteers working a Welcome Check-In station must be at least 14 years old.  
 

YOUTH AND STUDENT VOLUNTEERS 
We love our young volunteers. Except for a few Student Volunteers who serve as small group leaders, our young 
volunteers serve in The Treehouse to assist our adult volunteers.  

FRIENDS 
Volunteers may not bring unapproved friends to volunteer with them.  

DIAPERS 
Youth and Student Volunteers are not permitted to change diapers.  Should a child need to be changed and an adult 
volunteer is not available, the child’s parents should be informed to have the child changed. 

COMPUTERS    
LifePoint Church computers are for strictly for ministry purposes.  The use of any social media, YouTube, or general web 
browsing is strictly prohibited unless part of a specific ministry related lesson.  Our Information Technology Use policy 
governs how technology can be used while volunteering at LifePoint. 

CELLPHONES 
Cellphones should not be out while volunteering.  This ensures that your focus in on ministry and not elsewhere.  
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EXPECTATIONS FOR ALL VOLUNTEERS 
ARRIVE ON TIME 
All LifePoint volunteers should arrive a minimum of 20 minutes prior to their volunteer service time. This time will allow 
for preparation and connection with those you are serving with and allow those serving before you to leave.    

BE PREPARED 
Please come fully prepared and ready to go. That means lessons, skits, lyrics, or anything else that is needed to present, 
play, or teach.   

COMMUNICATE 
We want to hear from you.  If you’re going to be absent, please inform your coordinator, and update your availability in 
the LifePoint Church Portal (https://lplakeland.com/our-portal) as soon as possible.  We don’t like surprises.  In 
addition, we value your constructive feedback.  

DEVELOP 
Just as The Treehouse and LifePoint Students are places where children and youth are spiritually growing, we expect all 
our volunteers to be growing spiritually as well.  We expect all volunteers and leaders to growing in the following ways:  

ATTEND SERVICE  
Serving is great, but it doesn’t take the place of attending a service.  Stay connected to how God is leading our church by 
participating in the adult services.  

BE CONNECTED 
We believe that change happens best in the context of relationships.  Join a small group, get a running partner, or just 
get connected to someone who will help you grow spiritually.  

CONTRIBUTE 
Christ wants his church Body to be fully resourced.  So, The Treehouse, LifePoint Students, and the many other ministries 
of the church can continue to expand and serve others, be willing to ask God how he wants you to use your finances.  
Together through being the church, we can make a huge impact, that none of us could do alone if we honor him with our 
resources.   

APPEARANCE 
All volunteers are required their Treehouse Volunteer badge while serving at LifePoint during our corporate worship times.   

HYGIENE 
Please help us prevent the spread of illnesses by washing or sanitizing your hands:  
 

• When you first arrive in a room  
• After a diaper change  
• After accompanying a child to the restroom  
• After contact with body fluid (wiping a child’s nose, etc.)  
• Before handling food  
• Whenever else is needed  

 
Please instruct children to wash their hands:  

 
• After using the restroom  
• Wiping their nose  
• Before eating  
• Diaper wipes or waterless hand cleaner is also available for washing the masses before snack time.  
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LIFEPOINT POLICIES & PROCEDURES 
The following pages contain the policies and procedures for The Treehouse and LifePoint Students.  It is imperative that 
all LifePoint leaders and volunteers carry out the policies below.  We greatly value the safety of our kids.  Failure to 
comply with these guidelines are grounds for immediate dismissal. 

PROPER TOUCH 
Physical contact should be age and developmentally appropriate and is only appropriate when done publicly.   It is our 
hope that The Treehouse is a warm, welcoming, and friendly place. 
 

• Hugging can only be done if the child initiates the contact. Never allow full contact (body to body) hugs. Rather 
distance your body from the hug or give the child a side-to-side hug. Sometimes it may be best for you to initiate 
a high-five rather than invite a hug.  

• Extended hugging, tickling, or prolonged physical contact of any kind is not appropriate.  
• A light touch to a hand, shoulder or back when encouraging is acceptable.  
• Lap sitting is only appropriate for children in The Roots Nursery.  If a child is insistent on sitting in your lap, move 

them to sit next to you.  You may also consider sitting on your knees, so they are not able to sit in your lap.  
• Many children who are sad or upset can be comforted best by being held. Holding children is only appropriate 

when in The Roots Nursery and Sprouts classrooms. 
• Never touch a child in any area that would be covered by a bathing suit (except when changing a diaper or 

properly assisting a child in the restroom).  
• Never kiss a child or coax a child to kiss you.  
• Never allow a child to touch you in a way that is inappropriate.  

 
Our Proper Touch Policies are for the protection of our children and volunteers. When serving as a volunteer, you must 
observe these policies even with your own children who may be in your class (other observers may not know that you are 
the parent, and we want to display excellence even in appearances.)  
 

CLASSROOM SIZE 
It is the policy of LifePoint, that a minimum of two (2) children in each classroom with at least one (1) adult leader.  In 
the event a classroom does not have two (2) children in a classroom, the classroom must be combined as follows: 

THE ROOTS NURSERY 
No matter the number of children present, this classroom will not be combined with another classroom. 

SPROUTS & THE OLIVE BRANCH CLASSROOMS 
When we do not have a at least two (2) children in each classroom, both classrooms must be combined.  Often it will be 
easier for The Olive Branch children to move to the Sprouts classroom, rather than the other way around.  Whenever 
classrooms are combined, at least two (2) adult volunteers must be present. 

MIDDLE SCHOOL & HIGH SCHOOL YOUTH GROUP 
At times we may wish to separate our middle school and high school students to discuss age specific topic.  This can be 
accomplished only when at least two (2) students are present for each group.  When two (2) students from each group 
are not present, both groups should be combined. 

 
Additionally, there may be times when our youth group is separated to gender specific groups.  This is permitted anytime 
there are at least two (2) students from each gender present.  If two are not present, and gender specific groups must 
still be used, it is strongly advised to remain in an area where security cameras are present.   
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TRANSITIONING BETWEEN CLASSROOMS & GROUPS 
As children grow, they will need to transition from one classroom to another, and one group to another.  At LifePoint, we 
transition based on milestones the child has achieved.  

THE ROOTS NURSERY TO SPROUTS 
Once a child has become started preschool in the 4-year-old class, they are eligible to move to our Sprouts classroom.  
Children who have not reached four years-old by August, will remain in The Roots Nursery until the following August. 

SPROUTS TO THE OLIVE BRANCH 
Once a child has been promoted from Kindergarten to First Grade, the child will be moved from Sprouts to The Olive 
Branch classroom in August. 

THE OLIVE BRANCH TO MIDDLE SCHOOL YOUTH GROUP 
Once a child has been promoted from Fifth Grade to Sixth Grade, the child will be made a member of the LifePoint 
Students Youth Group in August.  Prior to August, the child may continue to attend The Treehouse.   

MIDDLE SCHOOL TO HIGH SCHOOL 
Once a youth has been promoted from Eighth Grade to Ninth Grade, the youth will be promoted to the high school 
section of LifePoint Students.  As a Student Volunteer, youth can serve in all areas of The Treehouse based on the 
guidelines provided by LifePoint. 

HIGH SCHOOL TO ADULT 
Once a student has graduated from high school, they are no longer considered a youth.  At LifePoint, we would love to 
have them continue to serve the community that we all serve as an Adult Volunteer at LifePoint.  If the young adult 
wishes to serve LifePoint Students, they can assist with leading small groups and assisting our leaders as necessary. 
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EMERGENCY PROCEDURES 
FIRE 
A fire may or may not include visible flames or strong burning odors.  Anytime a fire alarm has activated, the building 
must be evacuated immediately and remain evacuated until the building has been deemed safe by LifePoint Church Staff 
or by the Polk County Fire Department. 

PERSON DISCOVERING FIRE: 
• Inform everyone around them and LifePoint Church Staff immediately to activate the fire alarm.  All LifePoint 

Church Staff can activate the church wide fire alarm on their cellphones.  To alert church staff, dial 1111 
from any church phone. 

• Tell someone to call 911 immediately.  All church phones can call 911 by dialing 9999.  Do not use a 
cellphone to place a call to 911 if you can safely call 911 from a church phone.  Calling 911 from a church phone 
provides the dispatch center with the critical information about LifePoint Church automatically. 

• Extinguish the fire if you can do so safely and quickly. 
• Using a fire extinguisher use the PASS method; Pull, Aim, Squeeze, and Sweep.  Remain safe by keeping yourself 

between the fire and the nearest exit. 
• After the fire is extinguished, ensure 911 has been called. 
• Make sure all doors are closed and leave the building through the nearest emergency exit. 
• Once out of the building, go to the LifePoint Church designated meeting point*. 

FIRE CANNOT BE EXTINGUISHED:  
• Contain the fire by closing all doors. 
• Have the church wide fire alarm activated.  All LifePoint Church Staff can activate the church wide fire alarm on 

their cellphones, computers, and tablets.  To alert church staff, dial 1111 from any church phone. 
• Call 911.  All church phones can call 911 by dialing 9999.  Do not use a cellphone to place a call to 911 if 

you can safely call 911 from a church phone.  Calling 911 from a church phone provides the dispatch center with 
the critical information about LifePoint Church automatically. 

• Alert others of the fire. 
• Once out of the building, go to the LifePoint Church designated meeting point*. 
• LifePoint Church Staff will meet the fire department upon their arrival and inform them of the location of the fire.   

IN THE BUILDING WHILE A FIRE OCCURS: 
• Close all doors in your area.  This will help prevent the fire from spreading as quickly. 
• Evacuate the building using the nearest emergency exit.  Assist others in evacuating the building.  Alarms will 

automatically sound when emergency exit doors are opened. 
• Once out of the building, go to the LifePoint Church designated meeting point*. 
• Do not return into the building until LifePoint Church Staff have informed you it is safe to do so. 

PERSONS EVACUATING THE IMMEDIATE FIRE AREA: 
• Feel the door from the top to the bottom.  If the door is hot, do not use this door for exit.   
• If the door is cool, crouch low to the floor and open the door slowly.  If smoke is present, close the door and use 

an alternate exit. 
• Stay low (crawl) if attempting to exit in a smoke-filled area. 
• Proceed to the church meeting point. 
• Do not return to the building until LifePoint Church Staff have informed you that it is safe to do so. 
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RESPONDING TO A CHURCHWIDE FIRE ALARM: 
• LifePoint Church Staff will investigate the alarm with their cellphones, computers, or tablets.  Additionally, all 

security cameras are monitored in the Director of Information Technology’s office. 
• If a service is occurring, an announcement will be made building wide to evacuate the building. 
• Evacuate the building according to our evacuation plan posted in each room. 
• Once out of the building, go to the LifePoint Church designated meeting point*. 
• If a fire or other emergency is discovered, a staff member will call 911 and continue to execute an orderly 

evacuation of the building. 

DESIGNATED MEETING POINT 
• The designated meeting point for fire evacuations is northeast corner of the church property, next to the fence 

along the Heritage Park neighborhood.     
• Children should be contained by sitting along the fence edge. 

TORNADO 
In the event of a tornado warning, all activities on campus will be stopped immediately.   
 

• All areas of the building with windows and exterior doors, will be evacuated.   
• Doors to evacuated areas should be closed tight. 
• Volunteers should move children and students, into the hallway restrooms while under the direct supervision of 

LifePoint Church Staff, The Treehouse or LifePoint Students Volunteers. 
• If room is not available in the hallway restrooms, the Sanctuary Backstage area can be used.  However, there is a 

window that has been previously covered with drywall on the outside wall, next to the neighborhood. 
• If room is not available in either area, the classroom hallway can be used as a last resort.  All individuals in this 

area, should remain as close to the Fellowship Hall to reduce the risk of flying debris from the entrance doors. 
 
For the safety and security of those in our care, no child may be checked out during an active Tornado Warning.  Adults 
will be strongly encouraged to stay within the building throughout the warning. 

ABDUCTION 
If a child is abducted while in your care, immediately call for help by dialing 1111 from any church phone.  Staff will 
activate a building wide lockdown and notify our Safety Team as well as the Polk County Sheriff’s Office. 
 
In the event of an abduction, LifePoint Church will be immediately placed in Lockdown.  All interior doors will immediately 
lock (except for restrooms) and will not be able to be unlocked using the “Push to Exit” button or sensor.  No individuals 
will be permitted in or out of classrooms, or the building without authorization from LifePoint Church Staff.   

INTRUDER 
When a hostile person is actively threating, causing harm, or has barricaded themselves within the building, the building 
will be placed in Lockdown.  All interior doors will immediately lock (except for restrooms) and will not be able to be 
unlocked using the “Push to Exit” button or sensor.   
 
At the direction of LifePoint Church Staff or the Polk County Sheriff’s Office, interior areas will be unlocked and evacuated 
as warranted. 
 
If you find yourself in a locked classroom, the following guide should be used. 

• If communication is available, call 911 and contact LifePoint Church Staff.  To alert church staff, dial 1111 
from any church phone.  All church phones can call 911 by dialing 9999.  Do not use a cellphone to call 
911 if possible.  LifePoint Church Staff will activate our building lockdown. 

• Assure the children in your care that they are fine.  We do not want to alarm or cause panic in children. 
• Have children remain as quiet as possible. 
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• Turn off all lights in the classroom, cover the window within doors, close all blinds, and barricade the doors if 
possible. 

CLASSROOM EVACUATION 
• Before evacuating, count the number of children in your group or class.  Call roll again when you arrive safely in 

the evacuation zone.  
• Sprouts: Provide ropes for children to hang onto.  
• Once evacuated, please wait for further instructions from a member of the LifePoint Church Staff.  
• Please always stay with your group.  Do not leave to get your own children, to obtain first aid or for any other 

reason.  First Aid will be brought to the evacuation zone.  
• Release children only to their parents and only after you have been given the okay to dismiss by a member of the 

LifePoint Church Staff.   
• Do not dismiss any children, including elementary age, to go on their own.  Do not allow parents to take their 

child from your care during the process of your evacuation.  Remind the parents they can walk with you, but you 
cannot release a child until you have arrived at the evacuation zone and have been authorized to release children. 

  

ACCIDENTS & EMERGENCIES 
Please review our policies and procedures regarding accidents, incidents, and allergies, especially how we document both 
for occurrences and prevention.  

INJURIES 
In the case of an accident, regardless of child or adult, inform a staff member right away.  During Sunday Service, Owen 
Kenny is typically either on stage or seated in the Sanctuary.  If Owen is not available, please contact Keith Radogna.  
Keith is typically either in the Audio/Visual Booth or in this office during Sunday Service.  If neither are available, please 
inform Pastor Brady, or Elizabeth Whitted. 
 
Classrooms for children over two years old are equipped with small First Aid Kits.  Along with care, an Incident Report will 
need to be filled out and signed by the volunteer that witnessed the event.  
  
If there is a spill of body fluid (due to cuts, nosebleeds, vomit, etc.), latex gloves must be worn (available in the Nursery). 
In case of a serious emergency, please let a staff member know to call 911.  Emergency services should 
only be called from a church phone to ensure the relevant information is provided to the operator.  To alert 
church staff, dial 1111 from any church phone.  To dial 911 from a church phone, dial 9999 from any 
church phone. 
 
Cellphone 911 calls are typically routed to a central 911 relay center for the cellphone carrier and calls are not routed 
directly to Polk County 911.  Calling 911 from a cellphone may delay EMS response time. 

LOCATION OF ALL FIRST AID KITS 
First aid kits can be found at the following locations:  

• All Classrooms 
• Kitchen 
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EMERGENCIES 
We are not authorized to administer any over the counter or prescription medications. In the event a child 
needs more attention than we can provide, the parent will be notified.  
 
Injuries involving broken bones, convulsions, fainting, unconsciousness, or other serious bodily injury should be treated 
as follows:  
 

• Remain calm and keep the children and the injured person as calm as possible. Speak calmly to the child.  
• Do not move or leave the injured child alone. 
• Clear the room of any other children if possible.  If not, do your best to shield the other children.  
• Alert LifePoint Church Staff of the emergency by dialing 1111 from any church phone.  LifePoint 

Church staff will call 911 and request emergency services. 
• LifePoint Church Staff will alert the child’s parents or guardians of the incident. 
• If the child is to be transported to a hospital and the parent(s) cannot be located before departing for the 

hospital, a LifePoint Church staff member must accompany the child. 
• The staff member will follow up with the parent as needed.  
• All volunteers and staff members involved in the emergency will complete an Incident Report as soon as 

possible. 
 

WELL CHILD POLICY 
To promote health and wellness in all children, The Treehouse is for well children only. Therefore, if a child has any of the 
following symptoms, please do not admit him or her to the classroom.  
 

• Any degree of fever  
• Vomiting  
• Diarrhea  
• Unexplained or contagious skin rash (i.e., hand, foot, & mouth disease) 
• Bleeding or wet diaper rash  
• Chronic cough  
• Runny nose (yellow/green discharge)  
• Eye or Ear infections  
• Pink Eye  
• Parasites (lice, including nits, mites, ring worm, etc.)  

 
If a child enters The Treehouse, and one of the above symptoms are found, contact a staff member immediately. A staff 
member will page or locate the parent and will tactfully explain why they are being paged and invite the child back when 
he or she is well.  
 

INCIDENTS 

In the case of any non-accident or injury incident that is a cause for concern, please inform a staff member right away.  
This may include behavior that indicates possible abuse, inappropriate talk, or touch from one child to another or any 
other incident that a parent or LifePoint Church staff needs to know. 
 
In addition to a conversation with a staff member, an incident form will need to be filled out. 
 



 

 

 

- 17 - 

PAGING PARENTS 
If you should need to reach a parent at any time during a service, the Media Team will handle this for you. The Media 
Team can be reached by calling 1212.  The security code found on the child’s name tag will be needed by the Media 
Team. 
  
If for some reason a parent has not come within a reasonable amount of time, contact the Media Team again, who will 
continue to page or call the parents. 
 

LOST GUARDIAN RECEIPT PROCEDURE 
If a parent has lost his or her tag, contact a staff member. Your initial response can be something like:  
 

“I am not authorized to release children to parents without a receipt.  I will contact a staff member and they will 
be able to help you out. We have security processes in place to protect your children and I am sure you 
understand the importance of your child’s safety.”    

 
The staff member will log into FellowshipOne Portal and ask to see a form of photo ID.  

CONSISTENCY 
This procedure is designed to protect children as well as the volunteer. Volunteers sometimes compromise on this 
procedure when facing an impatient or angry parent, or if they know the parent.  Compromise once and you’ll end up 
compromising every time.  Hold the line and we will have a safe environment that our parents can trust.  

LOST CHILD TAG 
On occasion, a child loses his or her tag.  A staff member must go to the check-in area and print another child tag.  It 
should print with the matching code on the parent’s receipt.  Do not release a child until this verification can be made.  
 

RESTROOM POLICIES 
For children over the age of five, volunteers should not enter the restroom with children.  The worker should check the 
restroom first to make sure that the bathroom is empty, then allow the children inside.   The worker should remain 
outside the restroom door and escort the children back to the classroom. 
 
For the protection of all, workers are not to be alone with a child in a restroom with the door closed and never be in a 
closed restroom stall with a child.   
 
Parents are strongly encouraged to have their children visit the restroom prior to each class. 

RESTROOM WITHIN THE CLASSROOM 
• Only allow one child in the restroom at a time  
• If a child can go on their own, let them (just stand by the door ready to help if needed)  
• If a child needs help or has hasn’t finished up after some time, talk through the door or slightly crack the door so 

you can talk without looking.  
• Have the child’s parents paged by calling the Media Team at 1212.  Volunteers are not permitted to be in the 

restroom with children unless the child is in The Roots Nursery classroom. 
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RESTROOMS IN THE HALLWAY 
• Before allowing kids into the restroom, check to make sure there are not adults or teenagers in the restroom. 

While kids are using the restroom, do not allow adults or teenagers to enter.  
• You must have another ADULT with you (fellow volunteer, leader, or staff member) if you enter the restroom. 
• If a child needs assistance, only enter the restroom with another adult in the doorway watching you.  
• Before letting children leave the room, a volunteer must first sweep the restroom to ensure that another adult or 

teenager is not in the bathroom.  
• At no time are Youth or Student Volunteers permitted to take children to the restroom. 

 

VOLUNTEER ID & VISITING ADULTS 
We make every effort to keeps LifePoint secure and safe.  Below are our policies concerning adults in The Treehouse 
during our corporate gatherings. 

VOLUNTEER IDENTIFICATION 
All volunteers are required to wear The Treehouse Volunteer badge while serving throughout corporate worship, or a 
churchwide event/meeting.  Churchwide events may require volunteers outside of our The Treehouse, or LifePoint 
Students to wear badges.  The determination of who should wear a badge is at the discretion of LifePoint Church Staff.  

VISITING ADULTS 
• Unauthorized adults are never allowed into a classroom.  
• If an adult is interested in observing, they must register as a visitor at the Check-in area where we will keep their 

photo ID and they will wear a visitor tag (these visitors are not allowed to interact with children in the 
classrooms).  

• Twenty minutes after service begins, only authorized adults are permitted in The Treehouse area (volunteers with 
nametags, adults with claim tickets and authorized visitors with visitor tags).  

PARENTS 
• Parents are discouraged from entering early childhood classrooms.  On some occasions a parent can stay for a 

few minutes to help their child settle in.  This must be approved by a service coordinator or LifePoint Church staff 
member. 

• Once the service is over, parents with a claim ticket are allowed to enter our Sprouts classroom, and The Olive 
Branch classroom to get their children.  Parents must exchange their Guardian Receipt for their child.  Under no 
circumstances should a child be released to a parent without a Guardian Receipt. 

• Nursing moms are not allowed to nurse in the classroom.   
• They must check their child out of the room.   
• Please contact a staff member who will direct the mother to a quiet, private area to nurse her child. 
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CHILD DROP OFF 
THE ROOTS NURSERY & SPROUTS CLASSROOMS 

• Drop-off must be done at the half door to The Roots Nursery, and Sprouts classroom. 
• Room Leaders or Teachers need to be at the half door, checking in children and greeting parents. Assistants are 

to be available to receive the children as they come into the room. Room Leaders need to be attentive to parents 
at the half door dropping off children later in the service.  

• Child Allergy Information is identified by a black bar across the child’s nametag.  Additionally, the allergy is listed 
on the child’s nametag.  If a child has an allergy, this information must be passed on to other classroom 
volunteers.  

• Never let unauthorized individuals in the room.   
• If you suspect that a child is in the wrong age group, or you are concerned with the number of children in your 

class, admit them to your room and then contact the Service Coordinator, who will work out the details and alert 
the parents if the child needs to be moved.  

• If a child arrives after the Welcome Check-In Desk has closed, call the Media Team at 1212.  The child will be 
checked in by a member of the Media Team. 

THE OLIVE BRANCH CLASSROOM 
• Greet families at the door and ensure that children have been assigned to the correct group (get down to their 

level and say, “Hey [name], what grade are you in?” This will ensure that they were assigned to the correct 
group).  

• Never let unauthorized individuals in the room.  
• If a child arrives after the Welcome Check-In Desk has closed, call the Media Team at 1212.  The child will be 

checked in by a member of the Media Team. 
 

CHILD PICK UP 
THE ROOTS NURSERY & SPROUTS CLASSROOMS 

• Room leaders greet parents at the half door. All classroom volunteers must oversee the departure of children.  
• Room leaders must check the parent’s security code and match it to the child’s security code. 
• Never allow access to a child until the Security Code match has been made.  
• Guardian Receipts are to be collected from parents in exchange for their child.  This should occur after the 

Security Code has been matched against the child. 
• If a parent does not have their Security Tag, ask them if they can find it, or they will need to have a staff 

member assist them. 
• If anyone ever pushes into the classroom, or takes a child without permission, call for help immediately by dialing 

1111 from any church phone. 
• After service is over, the lead volunteer must turn in all Guardian Receipts to our Director of Information 

Technology so that he can check children out of our check-in system.  Failure to checkout a child, results in 
extensive verifications to ensure the child was released to a parent or guardian.   

THE OLIVE BRANCH CLASSROOM 
• When the service is over, parents are permitted to enter the room and pick up their child from his or her small 

group.  
• The Room Leader should be stationed at the entrance checking that every adult entering the room has a 

Guardian Receipt.  
• Guardian Receipts are to be collected from parents in exchange for their child.  This should occur after the 

Security Code has been matched against the child. 
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• If a parent does not have their Security Tag, ask them if they can find it, or they will need to have a staff 
member assist them. 

• If anyone ever pushes into a classroom, or takes a child without permission, call for help immediately by dialing 
1111 from any church phone. 

• After service is over, the lead volunteer must turn in all Guardian Receipts to our Director of Information 
Technology so that he can check children out of our check-in system.  Failure to checkout a child, results in 
extensive verifications to ensure the child was released to a parent or guardian.   

 

CHILD ABUSE INFORMATION & POLICIES 
For the purposes of this policy, “child abuse” is any action (or lack of action) which endangers or harms a child’s physical, 
psychological, or emotional health and development.  Child abuse occurs in different ways including the following: 
 

PHYSICAL ABUSE 
Any physical injury to a child which is not accidental, such as beating, shaking, burns and biting. 

EMOTIONAL ABUSE 
Emotional injury when a child is not nurtured or provided with love and security, such as on environment of constant 
criticism, belittling, and persistent teasing. 

SEXUAL ABUSE  
Any sexual activity between a child and an adult, or between a child and another child at least four (4) years older than 
the victim, including activities such as fondling, exhibitionism, intercourse, incest, and pornography. 

NEGLECT   
Depriving a child of their essential needs, such as adequate food, water, shelter, and medical care. 

OUTSIDE OF THE CHURCH 
Childcare workers may have the opportunity to become aware of outside abuse or neglect of the children under our care.  
In the event an individual involved in the care of children at LifePoint Church becomes aware of suspected abuse or 
neglect of a child under her/his care, should be reported immediately to the Executive Director, Pastoral Staff, Church 
Administrator, or other paid church directors, for further action including reporting to authorities as may be mandated by 
state law. 
 
In the event an incident of abuse or neglect is alleged to have occurred at LifePoint Church or during our sponsored 
program or activities, the following procedure shall be followed: 
 

1. The parent or guardian of the child will be notified. 
 

2. The worker or church member alleged to be the perpetrator of the abuse or misconduct will immediately be 
placed on leave from working children pending an investigation and instructed to remain away from the premises 
during the investigation.  He or she should be instructed to have no contact with the victim or witnesses. 

 
3. All allegations of abuse will be reported to law enforcement, and we will comply with the state’s requirements 

regarding mandatory reporting of abuse as the law then exists.  We will fully cooperate with the investigation of 
the incident by law enforcement. 
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4. Our insurance company will be notified, and we will complete a separate insurance incident report.  Any 
documentation received relating to the incident and/or allegations will be immediately forwarded to the insurance 
company. 

 
5. In the event there is no investigation of the incident by state or local authorities, a team will be formed to 

investigate the circumstances of the incident.  The team should act only in the consultation with our insurance 
company and/or attorney. 

 
6. Any person who is found guilty of the alleged abuse or misconduct will be removed from their position with 

children or youth.   
 

7. The Executive Director, Pastoral Staff, or other paid director will be our spokesperson to the media concerning 
incidents of abuse or neglect, unless he or she is alleged to be involved.  All volunteers, including non-paid 
LifePoint Church Staff, should refrain from speaking to the media. 

 
8. A pastoral visit will be arranged for those who desire it. 

 
 

STAFF CONTACT INFORMATION 
Alan Andreu 
Executive Director 
alan@lplakeland.com  
(863) 345-3005 (direct) 
(863) 345-3223 extension 1005 
 

Brady Brinson 
Pastor 
brady@lplakeland.com 
(863) 345-3002 (direct) 
(863) 345-3223 extension 1002 
 

Elizabeth Whitted 
Director of Worship & Church 
Administration 
elizabeth@lplakeland.com  
(863) 345-3001 (direct) 
(863) 345-3223 extension 1001 
 

Keith Radogna 
Director of Information Technology  
and Media 
keith@lplakeland.com  
(863) 345-3003 (direct) 
(863) 345-3223 extension 1003 
 

Owen Kenney  
Director of Youth Ministry 
owen@lplakeland.com  
(863) 345-3008 (direct) 
(863) 345-3223 extension 1008 
 

Zach Barnes 
Director of Children’s Ministry 
zach@lplakeland.com 
(863) 345-3004 (direct) 
(863) 345-3223 extension 1004 
 

Media Team 
Extension 1212 
Emergency Staff Contact, Dial 1111 
Emergency Medical Services, Fire, or Police, Dial 9999 

 

FORMS AND REPORTS 
All forms and reports, including our Incident Report form, can be found on the LifePoint Church website at 
https://lplakeland.com/our-portal.  These documents can be found under the FORMS & REPORTS section. 
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