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HEY THERE! 
 
So you want to volunteer with our children and                 
students, huh? Some people might think you’re crazy... 
but we know better. Middle schoolers and high                   
schoolers are awesome; kids are hilarious (sometimes 
on purpose). They’re all dramatic. They’re all                         
complicated. And they’re all a ton of fun. 
 
But most importantly, our youth (youth refers to all kids 
and students ages  0-18) are at a stage in their lives 
when they desperately need someone like you to hang 
out with them, love them (and like them too), and 
show them what it looks like to follow Jesus. 
 
Whatever your role is in our ministry this year, this     
Volunteer Handbook will show you some of the ways 
you can begin making a lasting impact in the lives and 
faith of youth.  
 
Thanks for being willing to serve. Thanks for caring 
about our youth. And thanks for letting God use you. 
 
We can’t wait to see what this year has in store. 
—The Woods Family Ministry Staff 
Pastor Blake, Pastor Delinda and Mrs. Holly 



 

 

OUR STAFF 

 

Pastor Blake 
blake@wwnaz.org 
Leads Senior High Ministries.  Pastor Blake has 
mad like nun chuck skills, bow hunting skills, 
computer hacking skills.  Girls only like guys who 
have great skills, right Maddie?  

 
 

 

Pastor Delinda 
djeronimo@wwnaz.org 
Leads Middle School and Nursery ministries.  
Pastor Delinda majored in all things awkward. 

 
 

 
 

 

Mrs. Holly 
pastordonnyandholly@wwnaz.org 
Leads Children’s ministry.  Miss Holly is 
the ‘goof’ in goofball. 

 



 

 

 

It’s hard sometimes to know when you’re winning in ministry, you 
know? Like, is anything we’re teaching actually sinking in? Are they    
really growing in their faith? That’s why we decided to go ahead and  
define the big win for our ministries. It’s the one thing that we, as a 
ministry team, want to achieve. It’s the goal we want to keep in mind at 
all times. And it’s what motivates and guides everything we do. It goes 
like this... 
 

WE WIN WHEN A CHILD OR STUDENT TAKES A STEP 
TOWARD GROWING IN THEIR RELATIONSHIP            

WITH JESUS CHRIST. 
 
 

TAKING A STEP 
Now, we say “takes a step” for a reason. It’s because there’s no finish 
line or certificate of completion when it comes to spiritual growth.      
Instead, spiritual growth is a journey (a life-long journey) and no two 
journeys are identical. That’s why our big win doesn’t have anything to 
do with a specific skill or achievement. Instead, we win anytime we see 
our youth take a single step closer to growing in their relationship with 
Jesus Christ. 
 

GROWING IN THEIR RELATIONSHIP WITH JESUS CHRIST 
What, exactly, does it look like for youth to grow in their relationship 
with Jesus Christ? Well, we believe there are four things that both lead 
to, and are a result of, spiritual growth. We call these four things our 
four spiritual habits. 

OUR BIG WIN 



 

 

 

KNOW GOD INTIMATELY—Spend Time with God: This is an obvious 
one, right? Sometimes it’s the only spiritual habit we can name. After 
all, isn’t “growing spiritually” synonymous with “spending time with 
God”? Well, not exactly, but it’s still pretty important. After all, if youth 
are ever going to grow in their relationship with Jesus Christ, they’ve 
got to start spending time with God on their own. It means opening the 
Bible on their own, having conversations with God on their own, and 
discovering how they best connect with God through worship on their 
own. 

 
GROW IN COMMUNITY—Spend Time with Others: Engaging in healthy 
community can, and should, be a spiritual habit we help our youth        
develop. But “healthy community” doesn’t just mean hanging out with 
Christians. This spiritual habit is about growing in Christlike relationships 
with everyone. 

SERVE ON A MINISTRY TEAM—Use Their Gifts: Youth need to know 
that God made them unique, and special, and with really specific gifts, 
talents, passions, and resources. Then they need to use those gifts to 
love God, love others, and influence the world around them. Because 
when youth begin to discover who God made them to be, and then use 
their unique identity to love both God and others, they grow. 

 
SHARE IN CHRIST’S MISSION—Tell Their Story: Youth need to learn 
how to talk about God. Sharing your story is the spiritual habit of           
making faith a regular, everyday, go-to topic of conversation in our lives. 
Because when we talk about God and His place in our story (or, more 
accurately, our place in His story), it helps us believe, helps us                        
understand, and helps us take ownership of our own faith. 

We count it as a win whenever a student takes a step toward growing in 
their relationship with Jesus Christ by practicing one, or maybe even all 
four, of these spiritual habits. 

OUR BIG WIN 



 

 

 

Do you know the last thing that Jesus said to His followers while he was 
on earth? Some people call it The Great Commission: “Go and make 
disciples.” Duplicate yourselves. Go and make more of you. Take your 
faith and pass it on to someone else. When we talk about helping 
youth begin to grow in their relationship with Jesus Christ, we’re really 
just talking about discipleship. So what is discipleship? Here are three 
thoughts . . . 
 

DISCIPLESHIP IS ABOUT LIVING, NOT JUST LEARNING 
How can we help our youth live out their faith? It’s not just about 
teaching them about Jesus—it’s about modeling what faith in Jesus 
looks like. That’s why our small groups spend time together outside of 
church. Because discipleship isn’t taught in a classroom—it’s modeled 
in everyday life. 
 

DISCIPLESHIP HAPPENS IN COMMUNITY 
In the Gospels, you don’t really see Jesus doing one-on-one disciple-
ship. Sure, there are moments when Jesus talks to folks individually, but 
the majority of Jesus’ time is spent with a group. That’s because disci-
pleship happens best in a community of people. That’s why we focus so 
much energy on getting our youth plugged into consistent small 
groups, why we emphasize the role of parents and families, and why 
we surround youth with tons of Jesus followers. Because discipleship 
takes all of us! 
 

DISCIPLESHIP IS A PROCESS 
Discipleship is never really complete because learning to live out our 
faith is a life-long process. And because we know discipleship takes 
time, we want to put people in the lives of our youth who are in it for 
the long-haul. That’s why our small group leaders don’t bail on their 
youth after a few months, but stick with them for several years - be-
cause it’s a process. 

DISCIPLING OUR YOUTH 



 

 

ENGAGING WITH PARENTS 

 

As a volunteer, you are making a huge impact in the lives of the youth 
in our family ministry. But do you know who’s making an even bigger 
impact in the lives of our youth? Their parents. 
 
Before we explain any more about what our ministry is all about, we 
want to make sure one thing is super clear. (We even drew a picture to 
help you remember it.) We believe that, in every one of their lives, this 
is true: the influence of a family is always greater than the influence of 
a church. 
 
 
 
 
 
 
 
Jim Burns, author of Partnering with Parents in Youth Ministry, says it 
this way: “Long after students stop attending youth groups, they are still 
connected to their families.”  
 
No matter what, our youth’s family (not their church) will always be the 
biggest influence in their lives. So doesn’t it make sense for us to part-
ner with the most powerful, influential people in their lives in order to 
influence their faith?  
 
That’s why our ministry is committed to serving, supporting, partnering 
with, and engaging the parents of our youth in our ministry.  
 
As a volunteer, caring for our youth isn’t your only responsibility. Engag-
ing with parents is part of your job, too. 



 

 

OUR WEEKLY PROGRAMS 
NURSERY | SUNDAYS 10AM AND 11AM | WEDNESDAY  6PM 
Our nursery ministry (ages 0-4) meet every Sunday for a lesson, music, craft and fun. 
 
CHILDREN | SUNDAY 10AM AND 11AM | WEDNESDAY  6PM 
Our children (4 years-5th grade) meet every Sunday at 10am for Sunday School, 11am 
for teaching and small groups, Wednesdays for games, worship, teaching and small 
groups.  
 
MIDDLE SCHOOL | SUNDAYS AT 10AM | WEDNESDAY 6PM 
Our middle school ministry (grades 6-8) meets every Sunday for Sunday school, every 
Wednesday for games, worship, teaching, and small groups.  
 
HIGH SCHOOL | SUNDAYS AT 10AM | WEDNESDAYS 6PM 
Our high school ministry (grades 9-12) meets every Sunday for Sunday school, every 
Wednesday for games, worship, teaching, and small groups. 
 

OUR ENVIRONMENTS 
There are three environments for our youth in our ministry. Each one is designed to strategi-
cally invite youth on a journey into deeper relationships with their peers, leaders, and Jesus. 
Each environment is designed with every youth in mind - the kid who’s grown up in church 
and the first-time visitor too. 
 
EVENTS: Throughout the year, we’ll host several big events designed to help youth connect 
with their peers and small group leaders. Events are often the environment where youth will 
walk into our ministry for the very first time. 
 
WEEKLY PROGRAMS: Our weekly programs happen every single week. They’re designed to 
help youth grow in four key areas. (We’ll get to those in a minute.) 

 
SMALL GROUP: Small groups are the most important part of what we do. They happen every 
week in our programs, but the relationships built in small groups extend outside the walls of 
our church. They’re designed to connect our youth with a consistent trustworthy adult and 
community of their peers. 

OUR MINISTRIES 

 



 

 

 

SMALL GROUP LEADERS 

THE WIN 

We already talked about the big win for our ministry—seeing our youth 
take a step in a growing relationship with Jesus Christ. But not every 
member of our team has the same role in trying to see that goal ac-
complished.  
 
Small group leaders, though, have a very crucial part to play in seeing 
that goal accomplished. Here’s what we think the win looks like for 
small group leaders... 

 

SMALL GROUP LEADERS WIN WHEN 
THEY BUILD RELATIONSHIPS WITH OUR YOUTH AND 

HELP THEM BUILD RELATIONSHIPS WITH EACH OTHER. 
 
 

RELATIONSHIPS WITH OUR YOUTH 
Without a relationship, it’s impossible to influence their faith in a sig-
nificant way. That’s why it’s so important for small group leaders to 
build strong relationships with the youth they lead.  
 
You can’t make them grow in their relationship with Jesus Christ, but 
you can build a relationship with that student that allows you to love 
them and influence their faith. 
  
So a small group leader wins when they choose to love and embrace 
the youth God has entrusted to them. They win when they leverage 
their relationship to lead them, rather than relying on their position. 



 

 

 

Small Group Leaders win when youth see their small group leader not 
as an authority figure they have to obey, but as someone they trust and 
want to follow. 
 

RELATIONSHIPS WITH EACH OTHER 
As important as a relationship with a small group leader is, it’s not the 
only relationship that matters. Small group leaders win when they help 
our youth build relationships with each other because (remember) dis-
cipleship happens best in community. A small group leader isn’t the on-
ly person our youth need to influence their faith. They need each other, 
too! 

QUALIFICATIONS  
Love Jesus. 
Love youth. 
Stick to our Code of Conduct. 
Commit to lead the same small group for multiple years. 
 

THE SPECIFICS  
Show up to our weekly program every week. 
Make connections with youth regularly outside of church. 
Engage with the parents. 
Plan one service project for your small group each year. 
Attend all special events. 
Attend all events, meetings, and gatherings for volunteers. 

THE EXPECTATIONS 

THE WIN 



 

 

We already talked about the big win for our ministry—seeing 
our youth take a step in a growing relationship with Jesus 
Christ. But not every member of our team has the same role in 
trying to see that goal accomplished. Here’s what we think the 
win looks like for our greeters... 

 

GREETERS WIN WHEN THEY 
MAKE OUR YOUTH FEEL 
WELCOME AND LIKED. 

 
 
Our greeters are the first people our youth meet when they  
arrive and the last people they see before they leave, so 
they’ve got a pretty big responsibility!  
 
Our greeters have the ability to set the tone for the kind of day 
our youth are going to have when they walk through our 
doors. It’s not just about signing them in. It’s about making 
them feel seen, cared for, and liked. An awesome greeter has 
the opportunity to begin breaking down walls so that, for the 
rest of our program, our youth are more open to connect with 
others, to connect with their small group leaders, and to     
connect with God. 

 

THE WIN 

THE GREETER TEAM 



 

 

 

QUALIFICATIONS  
Love Jesus. 
Love youth. 
Stick to our Code of Conduct. 
Commit to lead the same small group for multiple years. 
 

THE SPECIFICS  
Show up to our weekly program every week. 
Make connections with youth regularly outside of church. 
Engage with the parents. 
Plan one service project for your small group each year. 
Attend all special events. 
Attend all events, meetings, and gatherings for volunteers. 

THE EXPECTATIONS 



 

 

We already talked about the big win for our ministry—seeing our 
youth take a step in a growing relationship with Jesus Christ. But 
not every member of our team has the same role in trying to see 
that goal accomplished. Here’s what we think the win looks like 
for our cafe team members... 

 

 
 
Food is a pretty powerful thing. Seriously, think about the mem-
ories, the conversations, and the friendships you’ve built around 
food! A meal, a cup of coffee, or a fun treat can bring people to-
gether and make them smile. That’s what our café team gets to 
do every single week. 
 
Whether they’re handing a seventh-grade boy a bag of Doritos, a 
second grader a cheese stick, a toddler a handful of animal crack-
ers, making Italian sodas for a group of tenth grade girls, or pour-
ing a cup of coffee for a tired volunteer, our café team does work 
that matters. It’s not just about the food. It’s about the experi-
ence of kindness, generosity, and service they’re creating for our 
youth and volunteers each and every week. 

THE CAFÉ TEAM WINS WHEN 
THEY CAN MAKE OUR YOUTH OR 

VOLUNTEERS FEEL HAPPY AND FED. 
 

 

THE WIN 

THE CAFÉ TEAM 



 

 

 

THE QUALIFICATIONS 
Love Jesus 
Love youth.  
Love smiling. 
Love making and serving awesome snacks. 
 

THE SPECIFICS 
Show up to your shifts and stay at your post so no one goes 

hungry. 
Wear your t-shirt. 
Greet everyone with a smile. 
Learn to prepare and serve everything on the menu. 
Keep the café well-stocked. 
Keep the café clean. 
Attend all events, meetings, and gatherings for volunteers. 

THE EXPECTATIONS 



 

 

We already talked about the big win for our ministry—
seeing our youth take a step in a growing relationship 
with Jesus Christ. But not every member of our team 
has the same role in trying to see that goal accom-
plished.   Here’s what we think the win looks like for our 
band members... 
 

 
 
No matter what song is being played or what song is be-
ing sung, they win when our youth actively engages 
with them and with the music. We want to help youth 
encounter God in real, exciting ways. While we can’t ex-
pect every toddler, child, middle school and high school 
student to have a profound worship experience every 
week, we can at least provide music that they enjoy 
hearing and singing—music that helps them connect 
with God and inspires them to better live out their faith. 

THE BAND WINS WHEN 
THEY ENGAGE OUR YOUTH 

IN WORSHIP. 

 

THE WIN 

THE BAND 



 

 

 

THE QUALIFICATIONS 
Love Jesus. 
Love youth. 
Love worship. 
Have some musical talent. 
 

THE SPECIFICS 
Show up when you’re scheduled to play. 
Connect with our youth before and after you play. 
Come to practice. 
Practice on your own. 
Attend all events, meetings, and gatherings for                

volunteers. 

THE EXPECTATIONS 



 

 

As a member of our ministry team, it is absolutely essential 
that you practice healthy boundaries with our youth at all 
times, for their safety and yours. These guidelines exist to pro-
tect our youth from harm and to protect you from false allega-
tions. 

NEVER BE ALONE WITH A Baby, A Tod-
dler, A Child, or A Teenager!! 
If you need to have a private conversation with one of our 
youth, have the conversation in a public place - not behind 
closed doors or in a room or a vehicle alone. Here are some 
tips to help you navigate through this particular guideline... 
 
Do not set up one-on-one meeting with any of our youth. 
Never transport any of our youth anywhere alone. If someone 

needs a ride, arrange to have another person ride with you. 
If that’s not possible, say no. 

MAINTAIN PHYSICAL BOUNDARIES 
Be wise. Maintain healthy and safe physical boundaries at all 
times. This means setting boundaries for yourself, but it may 
also mean setting and enforcing boundaries with any of our 
youth who push physical limits. If you have any questions 
about what is or is not appropriate, talk to our staff, and al-
ways err on the side of caution. 

 

SAFETY 

THE FINE PRINT 



 

 

LOG ELECTRONIC CONVERSATIONS 
If you find yourself in the midst of a sensitive conversation with one of 
our youth, keep in mind that words and intentions can be misconstrued 
- intentionally or unintentionally. Any time you are engaged in a serious 
conversation with one of our youth, log your conversations (take screen 
shots, save text messages and emails). This may seem excessive, but if 
you’re ever falsely accused of misconduct from one of our youth or a 
parent, you’ll be glad you did it. 
 

REPORT DANGEROUS SITUATIONS 
As a member of our ministry team, you are a required to report any 
dangerous or potentially dangerous situations to our staff and the prop-
er authorities immediately. Including... 
If one of our youth is being harmed, neglected, or abused. 
If one of our youth is harming or abusing someone else. 
If one of our youth is harming or at risk of harming themselves. 
 

MINISTRY SAFE TRAINING 
As a member of our ministry team, you are required to participate in 
our Ministry Safe Training regarding behaviors you should avoid but also 
behaviors to look out for.  You will be emailed (from ad-
min@ministrysafe) a link to this training.  It takes a couple hours, so 
make sure to set aside that time.  It is required that you take this train-
ing every two years, if you volunteer for camp it is required every year.  
If the link doesn’t work please let Pastor Delinda know and she will send 
again. 
 
Background checks are also required. If you have not filled out this form 
please see one of our Pastors. 
 

 

SAFETY 



 

 

As a ministry team, there are a few things we’d like everyone 
to abide by. Here they are! 

ALL VOLUNTEERS 

WORK HARD: You are so important to our ministry! We need 
you! So please, show up on time or even a little early, give it 
your all, and be faithful with the responsibilities entrusted to 
you. 

“Do your best... Keep in mind always that the ultimate 
Master you’re serving is Christ.” (Colossians 3:23) 

 
BE KIND: Ministry is all about people, so to be effective in  
ministry, you’ll need to reflect God’s heart for people. With  
babies, toddlers, children, teenagers, parents, other              
volunteers, and our staff, treat people with gentleness,         
forgiveness, patience, kindness, and love. 

“Get along amongst yourselves... And be careful that when you get on 
each other's nerves you don't snap at each other. Look for the best in each 

other, and always do your best to bring it out.” (I Thessalonians 5:13-15) 

 
BE LIKE JESUS: More than any other volunteer role, small 
group leaders have the most responsibility because they have 
the most influence in the lives of our youth. While we don’t  
expect anyone to be perfect, we do expect every small group 
leader to be striving to make wise decisions, to glorify God 
with their lives, and to strive to look more like Jesus every 
day—especially in key areas like their treatment of others on 
our team, social media presence, drug or alcohol use, and    
sexual behavior. 

“Watch what God does, and then do it.” (Ephesians 5:1) 
 

 

CODE OF PERSONAL CONDUCT 



 

 

As a role model, your lifestyle is important to us. We want to make sure 
who you are on Sunday and Wednesday is who you are the rest of the 
week. There are several issues that are most important to us, here are 
just a few.  We encourage you to read through the Code of Conduct in 
the Manual of the Church of the Nazarene to find the rest. You can find 
that information at:  nazarene.org (Menu >Resources >Document Li-
brary >Manuals) 
 
REGARDING SEXUAL BEHAVIOR 
(Nazarene Manual section C-31) 
We believe that sex was created by God as an expression of  intimacy 
within the context of a marriage covenant between one woman and 
one man. Volunteers who embrace a lifestyle that contradicts this 
teaching will find themselves having to pretend to be something they’re 
not and believe something they don’t. To prevent you from a potentially 
awkward situation, we may ask you not to serve for the following rea-
sons: 
If you are involved in a sexual relationship and not married. 
If you are currently living with someone of the opposite sex and not 
married. 
If you are married and are currently involved in a sexual relationship 
outside of your marriage. 
If you are involved in a sexual relationship with someone of the same 
sex. 
REGARDING SUBSTANCE BEHAVIOR 
(Nazarene Manual section A-29.5) 
If you have a history of alcohol or drug abuse, this might be something 
that God uses in a positive way to impact the future of the next genera-
tion. We’d love to talk with you further about your story and how it can 
impact the children and students in our  ministry. We have a few guide-
lines that will determine your volunteer placement and a few reasons 
we may ask you not to serve at this time: 

 

CODE OF PERSONAL CONDUCT 



 

 

If you have been arrested for or convicted of alcohol or           
drug-related offense in the past twelve months 
If you are currently being treated for alcohol or drug-abuse 
If you have used any illegal substance in the past twelve 
months 
If consuming alcohol is a part of your lifestyle 
 
REGARDING SOCIAL BEHAVIOR 
(Nazarene Manual section 933)  
The youth (and/or the parents) in your group will definitely  
visit you on Social Media. If you blog, tweet, Periscope, Vine, 
Instagram, post on Facebook, or Snapchat, your few will       
probably follow you through those platforms. We think social 
media can be a great way to connect with your few outside of 
Sunday! However, they’ll also be able to see everything you 
post publicly. Please leverage your social media with your 
group in a positive way. Please be mindful of these guidelines, 
and we may ask you not to serve for the following reasons:  
 
If you use inappropriate or hateful language 
If you post pictures or videos of yourself in revealing clothes 
If you post picture or videos of yourself using substances or  
alcohol 
If you post pictures, videos or comments promoting any sexual 
behavior that is contrary to what was stated above. 

 

CODE OF PERSONAL CONDUCT 



 

 

In this day and age, it should not take much to convince you that 
child abuse is a problem – even for the church.  Our first goal is to 
provide a safe secure, and loving environment for children and youth 
where parents feel comfortable leaving their child.  Therefore, we 
have taken steps to protect both our kids and our workers.  These pol-
icies are intended to protect both the youth and the volunteer work-
ers and are intended to be a helpful resource in addressing the issues 
of child safety. All workers are expected to adhere to the following 
policies, regardless of their area of ministry.          

ANY EXCEPTIONS TO THESE POLICIES MUST HAVE THE PRIOR 
WRITTEN PERMISSION OF THE FAMILY MINISTRY STAFF. 

 

a. All volunteers should be regular attenders of worship services 
and a small group for at least six months before being appoint-
ed to any leadership positions in the family ministry. 

b. All volunteer workers must be 18 years of age or older unless 
working under the  supervision of an adult who has met the 
qualifications in these policies. 

c. All volunteers in our Family Ministry  must have a current signed 
application on file with the church. 

d. All family ministry volunteers must have a completed back-
ground check on file in the church. (if 18 years or older) 

e. All volunteers must complete Ministry Safe Training. 

 

THE SPECIFICS 

VOLUNTEER QUALIFICATIONS 



 

 

a. A Volunteer Application is available from the church office or 
from the Family Ministry Staff. EVERY volunteer in the                     
children’s and youth ministry must complete and turn in a 
signed application before serving in any of our programs. 

b. Background Checks: Security background checks for persons 
18 years and older, including a search for criminal history, will 
be conducted through an agency authorized to perform a      
security background check. The results of the security         
background checks will be reviewed by the Family Ministry 
Staff.  

c. Confidentiality: All personal information voluntarily disclosed, 
the result of the security background check, or the refusal of 
any person to participate in a program or activity in lieu of 
such disclosure requirements will be considered confidential. 
The written results of the security background check initially 
will be reviewed by the Family Ministry Staff. After this initial 
review, if the Family Ministry Staff determines that further               
review should be made, he/she may consult with the Lead   
Pastor or the Family Ministry Staff to conduct further inquiries, 
as necessary, after obtaining permission from the volunteer. 
Without the written permission of the volunteer, the                   
information contained in the confidential portion of the                 
volunteer application and the results of the security                   
background check will be disclosed only to the Family Ministry 
Staff or Lead Pastor.          

 

 

APPLICATION PROCEDURES 



 

 

d. Storage of confidential records: Family Ministry Staff will 
maintain a secure storage facility in the church office for all 
volunteer applications and results of all security background 
checks. Volunteer Profiles and background checks may be 
required to be   updated from time to time, but only if the 
worker is still a current volunteer.  Only the Family Ministry 
Staff, Lead Pastor and Administration Assistant will have              
access to these files. 

e. Volunteers are reviewed periodically for re-appointment to 
their current or new positions. 

f. All volunteers must have the approval of the Family Ministry 
Staff before being placed in any position of ministry to             
children. 

g. Volunteers that are not approved for working with children 
or youth will be   graciously assisted in finding another place 
of ministry in the church, when possible. 

 

 

APPLICATION PROCESURES  



 

 

a.  Do not allow unauthorized individuals into your classroom, or 
entrust children to their care.  This includes not handing children 
over to teens or other children while that child is in nursery care.  
Please direct them to a staff member instead.   
b. ALL visiting children must be registered upon their first visit.  
c. Teacher/Child ratios: We will try to maintain the following    
teacher/child ratios.   
   Nursery (0-24 mo.) - 2:6  
   Preschool (2-4 yrs.) - 2:8 
   Kindergarten - 5th grade 2:30 
d. Classrooms and teaching areas should never be locked while in 

use, with the exception of the nursery, unless there is an          
immediate threat.  

e.  Each door of a classroom should have a window. If there is no 
window, the door should be left open. Sight lines through each 
window should remain unobstructed at all times.  
f. All children must remain in the classroom until picked up by a 
parent, unless they are  being led from Sunday school to sanctuary 
by a Sunday School Teacher.   
g. If for some reason a volunteer is alone in a room with a         

child(ren), a door MUST be open, and the volunteer must be 
able to be viewed from the doorway. 

PARENTS and GUARDIANS, please accompany your child(ren) to the                
Children’s Welcome desk to check in at arrival.  Upon dismissal, children will 
not be released to a teen, they will not be released to a car and they will not 
be released on their own.  An adult MUST come to the Children’s Welcome 
desk in order to dismiss a child. 

 

CLASSROOM GUIDELINES (0-5TH GRADE) 

ARRIVAL & DISMISSAL (0-5TH GRADE) 



 

 

      a.  No one should ever be alone with one child or student in a room.   
      b.  Workers are never to give a child or student a ride home without         
            another  adult present. 

c. At least two workers should be present whenever possible.  
d. If a child arrives early, prop the door open and remain visible. 
e. Doors without windows should never be closed completely when  

children are inside with adults.  
f. When holding a private talk with a child, be sure to sit in view of an 

open door or window. 

The following guidelines are to be promoted for pure, genuine and               
positive displays of God's love:     
a. When approached by a child or student physically, do not reject them, 

but guide their affection to appropriate contact. Hugs are easily         
shifted, as are misplaced hands.  When a child or student touches an 
adult in an inappropriate way unintentionally, no reference to it 
should be made, simply redirect their hand or body.  If intentional, 
simply correct with the same tone as any other correction, move on, 
and address later with Family Ministry Staff. 

  b.   ALL physical affection needs to be in the presence of other workers.  
  c. Physical touch or affection should be brief in nature, and never on a  
   child’s private parts.  

d. No lap-sitting with the exception of children in nursery 
e. Kisses are not allowed. 
f. When possible hugs should be side hugs.  When in doubt keep      

physical touch to high fives, hand shakes and fist bumps. 

 

VISIBLE MINISTRY POLICIES (ALL AGES) 

PHYSICAL TOUCH/AFFECTION (ALL AGES) 



 

 

 

a. When a child needs to go to the restroom, take at least one other child or 
adult along. 

b. When helping a child in the restroom, always leave the door open far 
enough that other workers can see in. Never shut the restroom door.  

c. Do not allow the children to "watch" while another child is using the         
restroom. 

d. Bathroom accidents – Notify parents immediately. If needed, use       dis-
posable gloves when handling soiled clothing. Soiled clothing should be 
placed  (un-rinsed) in a plastic bag and labeled with the child's name.  

a. We have a well-child policy. We do not provide care for sick children; our        
      facilities and staff are too limited. If a child is sick, they should not be  
      accepted into programing.  If a child or student gets sick, or are  
      discovered to be sick during programming, the parent is to be contacted.  
      A child will not be admitted with any of these symptoms: matter in the  
      eyes, frequent coughing, runny nose, fever free less than 24 hrs. rash,  
      diarrhea, infectious disease. (Anything but clear discharge).  If you  
      suspect a child is ill, notify the parents OR one of our Family Ministry Staff  
 members.  
b. Do not give children any oral medications of any kind.  
c. Bodily Fluid Accidents: Vomit areas should be cleaned up, and then           

covered.  Special powder for this and gloves are available at the Children’s 
Welcome Desk.  Report the incident. 

d. FIRST AID kits are available in the nursery, at the Children’s Welcome 
Desk, in the Children's Worship Center, Sr. High Youth Room, children’s 
Sunday School classrooms and the kitchen.   

 

RESTROOM PROCEDURES (0-5TH GRADE) 

ILLNESS (ALL AGES) 



 

 

a. Report any hazardous situations to the Family Ministry Staff  
 immediately  and correct if safe and / or possible. 
b. All caregivers should wear disposable gloves when there is a 
 possibility of contact with blood or blood-containing fluids. 
 Blood on surfaces should be cleaned with bleach and water    
 disinfectant solution (1/4-cup bleach, 1-gallon water).  Use dis
 posable towels and gloves for clean up. Discard all items into 
 covered container. 
c. If a child is injured in any way, please notify the staff member 
 and fill out an Insident Report. All injuries, no matter how small, 
 must be reported to the parents.  When filling out the parent 
 notification section of the Injury Report, please do not use any 
 other child's name. The injury report forms are in each room in 
 a red folder. Do not get the parent unless absolutely necessary.   
d. If a parent reacts negatively, it is wise to inform the Family     

Ministry Staff so that he/she is prepared for a call, having heard 
your side of the story  

 already. 
h. An incident/accident form should be written as soon as possible 

with specifics of medical personnel recommendations and name 
of hospital where the child was taken. 

 

MINOR ACCIDENTS 



 

 

In case of a serious emergency involving broken bones,                   
convulsions, fainting, unconsciousness, or other serious injury, follow 

these procedures: 
a.  Keep calm and keep children and the injured as calm as  
  possible. 
b. DON'T MOVE THE INJURED CHILD. 
c. Send a fellow teacher for help or call 911.  NEVER LEAVE THE 

INJURED CHILD. 
d.  As soon as the leadership is notified, the co-worker should  
 return to help remove other children in the department from 

the scene of the accident. 
e. The person in charge (staff member) will send someone to       

locate the parents and advise them of the condition of the child 
and procedure suggested by medical personnel. 

f. In case the child needs to be transported to the hospital and 
the parents are not present, a leader will accompany the child. 

g. As soon as possible, the teacher needs to return to his/her class 
to see that the other children remain calm and reassured. 

h.  An incident/accident form should be written as soon as possible    
  with specifics of medical personnel recommendations and 
 name of hospital where the child was taken. 

MAJOR MEDICAL EMERGENCIES 

 



 

 

When occasions arise that baby-sitting is required for church          
sponsored events in addition  to Sunday morning or Wednesday         

evening, the following standards must be met: 
a. The person in charge of childcare must have gone through the 

application/approval process and understand safety procedures.  
b. Must be present with the children at all times. 
c. We will try to have at minimum 1 adult.  All staff/leader                 

personnel must be 18 years old or older to be considered as 
“adults.” 

d.  High school & Junior High students are allowed to be helpers. 
e. Life groups and small groups will be responsible for providing 

their own babysitting options if meeting outside of our regular 
Wednesday or Sunday programming.  (Recommendations are 
available.) 

 

 

CHILDCARE 



 

 

Discipline is not meant to be punishment. Instead, it is a time for 
teaching--the very kind of teaching Jesus did with His disciples. 
Teaching of this kind is two-fold: First, to immediately stop                
inappropriate behavior; Second, to help the child or student find 
another, more appropriate way to behave. Here are some             
procedures for correcting behavior: 
a. Volunteers in the Family Ministry are NEVER to physically               

discipline.  
b. Prevent Problems Before They Occur. The best way to avoid 

trouble is to stop it before it  happens! 
c. Set Clear Limits. Use the word "no" as little as possible because 

it does not teach the child appropriate behavior. Instead, give 
the child information. For example, "We don't bite Timmy." 
Save the word "no" for dangerous situations. 

d.   Redirect Behavior. Try offering the child another activity. 
e.  Offer A Choice. When you say, "You may play with the truck or 

the car. Which one do you want?" you are giving the child a 
choice. 

f.   Acknowledge Feelings. Use the words "I see...” often. Show the 
child that you understand. 

g.  Talk Through Problems.  
A Few Tips to Keep in Mind: 
Pray! 
Acknowledge a child's good behavior. 
Talk about the action and not the child's personality. 
Remember that seventy percent of communication is non-verbal. 
When addressing a child's behavior, always lower your voice. 
Realize that a child's behavior may simply be a cry for your   
attention. 

 

GUIDING BEHAVIOR 



 

 

IF MISBEHAVIOR CONTINUES: 
a. If the misbehavior continues, the teacher should seek the        

assistance of a Family Ministry Staff Member. The child or        
student should be taken just outside the classroom and asked 
to state the offense and the desired behavior. A warning should 
be given that if the misbehavior continues, parents or Family 
Ministry  leadership will be contacted.  

b. If after returning to class the child or student continues to        
misbehave, it may be appropriate to ask the parent or an            
approved adult to sit with the child in class to ensure corrected 
behavior.  

c. Always give the child a ‘clean slate’ when they return after           
discipline.  Don’t hold a grudge; take just as long as last time to 
discipline.  Consistency is always key, children know if you mean 
what you say, so mean what you say. 

d.  Ultimately a child will not be permitted to disrupt a class                
continually.  In time, and after much positive effort, a child may 
be removed from a classroom due to misbehavior, but only after 
the Family Ministry Staff approves this measure.  It is a last           
resort, but it will be used when absolutely necessary and only 
for a time. 

 

GUIDING BEHAVIOR 



 

 

Individual Responsibility. In order to maintain a safe environment 
for all children and youth, all persons must be aware of their         
individual responsibility to report any questionable  circumstance, 
observation, admission, or situation which endangers or threatens 
children. All questions or concerns of suspected activity of abuse or 
harassment by a volunteer should be  reported to the Family            
Ministry Staff member only. Pending the outcome of an                          
investigation, all information pertaining to the alleged incident 
should be kept confidential. A mere allegation of improper               
behavior by a volunteer will not be treated as an actual occurrence 
pending the completion of the investigation, and the church will 
take steps necessary to protect the integrity of the volunteer        
involved. 

 
a. During services, children are not allowed to wander around 

the church. If you see a child who is not in an appropriate 
place, please approach them or contact a Family Ministry Staff 
member. We will take the child to their class or to their parent. 

b. If you see an adult wandering around the building, please ask if 
you can help them find their way. Otherwise, for security       
purposes, we do not permit people to wander around the          
children's classes. 

 

SUSPICIOUS ACTIVITY/REPORTING 



 

 

Reporting Abuse:  
A. In the event anyone personally witnesses an occurrence in        

violation of this policy, that person will be asked to complete an 
Incident Report (form available in classrooms). All efforts at       
handling the incident should be documented. Anyone              
witnessing such an occurrence should consider the following 
recommendations as to how such a situation should be handled 
to insure the security of the child and to protect against              
physical, emotional, or psychological injury to all persons          
involved: 

 1. All incidents shall be reported immediately to the Family 
Ministry Staff, if available, or to the adult leader in charge of the 
event or activity.  The incident must be reported by the staff 
member to the Lead Pastor within 24 hours of the staff             
member being made aware of the incident. 

 2. The parents must be notified by the Family Ministry Staff 
and/or staff member within 24 hours of the staff member being 
made aware of the incident. 

 3. The Lead Pastor must immediately report the incident to 
the church insurance company, church attorney, and                     
denominational officials. 

 4. The Family Ministry Staff will notify the proper civil                
authorities, as directed by the insurance company, Lead Pastor  
and/or church attorney. 

 5. The accused should not be confronted until the safety of 
the child or youth is    secured, and only upon advisement by 
the church attorney. 

 

 

SUSPICIOUS ACTIVITY/REPORTING 



 

 

6. A prepared statement to the press and to the congrega-
tion should only be made by the Lead Pastor  as advised 
by the church attorney. 

7. Personally secure the safety of child, children, or youth. 
Do not leave the child while reporting the incident. 

8. Do not personally confront the alleged or accused viola-
tor of the policy unless imminent injury or damage is 
present. 

9. The Lead Pastor or Family Ministry Staff will report the 
incident to the parents or guardians of the victim(s). 

                   10.  A duly authorized representative of Wanamaker  
      Woods will be responsible for all communication on  
      behalf of the church  

B. In the event a child or youth reports alleged abusive           
conduct, regardless of where the conduct  occurred, (at 
church, offsite church event, or non-church event.) the per-
son initially contacted by the child must complete a written 
Incident Report which should include, as much as possible, 
the precise wording of the child or youth and given to the 
Family Ministry Staff.  

C In the event a child makes an accusation of abuse or                 
neglect occurring in the child's home, the person initially 
contacted will report to the Family Ministry Staff for               
disposition of the matter. 

 

SUSPICIOUS ACTIVITY/REPORTING 



 

 

D. Response to the Accuser 
1. Allegations should be taken seriously, and emotional       

support given to the accuser. The care and safety of the            
accuser is the first priority. 

2. All efforts should be made to reach out to the accuser and 
the accuser's family, extending whatever pastoral and          
professional resources may be needed. 

E. Response to the Accused 
1. Treat the accused with dignity and support. He/she will be 

relieved of his/her duties until the investigation is finished. 
2. Pastoral and/or professional resources should likewise be 

extended to the accused. 
 

We know that this is not the easiest thing to do or to talk about,            
however, we are here for the kids and want nothing but the best for 

them, please take this very seriously. Thank You. 

 

SUSPICIOUS ACTIVITY/REPORTING 



 

 

a. ALL events or outings involving children from Wanamaker 
Woods must be cleared through the Family Ministry Staff.  If the 
event involves church children or youth who you work with as a 
church worker, the leadership MUST be aware. 

b. Whenever moving children from the classroom, do a head count 
upon departure and arrival to make sure every child is                      
accounted for. 

c. Workers are NEVER to take a child home without parent’s               
permission, and should always have another adult or person 
present. 

d. Never take a child or children off the church grounds without 
prior consent of the leadership and written permission from the 
parents. 

e. We try to have a minimum of two approved adult leaders for 
any trip or out-of-class activity. 

f. When an activity requires travel, all drivers must have a valid 
driver's license and current automobile insurance. The number 
of persons per car should not exceed the number of seatbelts. 
Each driver should have a copy of the activity permission slip for 
those children riding in his/her car. Emergency contact phone 
numbers are of primary concern and shall be available to the 
leaders. All drivers must be 23 or over and be cleared with a 
background check and through WWCN’s insurance company.  
Forms are available through the Family Ministry Staff. 

g. When an activity is a local one, it is best if parents arrange their 
own transportation to and from the activity site. At least 2 
adults must stay until the last child is picked up. 

 

EVENT PLANNING/APPROVED ACTIVITIES 



 

 

h. Overnight Policies 
 · All overnight events must be accompanied by at least 2              

approved, unrelated ministry team leaders. 
 · All overnight events should be pre-approved by the Family 

Ministry Staff. 
 · There will not be overnight events for children younger than 

2nd grade unless it is specifically a parent/child outing or 
church camp. 

 · All supervising adults attending the overnight need to have a 
volunteer application, background check and approval on file. 

 · Supervising adults are never to sleep in a closed room alone 
with any children / youth attending the event. 

 - If both male and female children are attending the overnight 
activity, there must be at least two male and two female, 
screened adults present.  All overnight activities must  provide 
for separate sleeping accommodations for the male and female 
participants. 

 

 

EVENT PLANNING/APPROVED ACTIVITIES 



 

 

1. Line up children by the door and take a head count. 
2. Know your exit route and quietly and calmly lead children to 

the appropriate exit.  
4. Proceed to a grassy area away from the building. 
5. Once you have gotten clear of the building, take a head count. 
6. For the safety of the children, parents may NOT get their child/

children before the class has left the building and attendance 
has been taken. 

7. Please do not dismiss any children from outside. 
8. Return to building only after the "All Clear" has been sounded. 
9.   In the case of a tornado head to either room indicated on your 

rooms instruction card and await further instruction. 

It is understood that circumstances may arise that necessitate the 
need for deviating from this policy or the guidelines described 
within this manual. For such infrequent and unusual situations that 
are not easily classified elsewhere in this policy, the standards and 
spirit of this policy shall be recognized as being enforced.  Excep-
tions should be cleared with the Family Ministry Staff in  advance 
(or) as soon as an unavoidable or uncorrectable deviation is ob-
served, please notify the Family Ministry Staff as soon as possible 
for your own protection. 

NOTE: IT IS IN YOUR BEST INTEREST WHEN YOU MUST “BREAK A RULE” TO 
INFORM THE FAMILY MINISTRY STAFF OR YOUR LEADER. THEY MAY HAVE 
A  SOLUTION YOU ARE UNAWARE OF, OR, THEY WILL TAKE THE                 
RESPONSIBILITY UPON THEMSELVES FOR THE DEVIATION FROM THE RULE. 

 

IN CASE OF FIRE OR OTHER EMERGENCY 

EXCEPTIONS 



 

 

A. Children are to check in at the Children’s Welcome Center and              
immediately enter WCM or be escorted to their classroom.   

B. Children are to respect equipment and toys and follow the              
directions of the Family Ministry Staff and all Family Ministry Team 
leaders.   

C. Children are to stay in WCM unless there is a declared emergency 
or a bathroom break is necessary.  In such cases children are to 
check out with an adult and wait for permission. 

D. Children are to be accounted for at all times. 
E. There should be two or more adults present at all times. 
F. When services are over, children are not to leave the area unless 

accompanied by their parent/guardian.   

The  WCM INFORMATION CARD is to be filled out for  EVERY child 
who visits and attends a program at the Wanamaker Woods.                

These are to be left at the WCM desk in order to update and add to 
our systems. 

 

WCM SUNDAY AND WEDNESDAY EXPECTATIONS 

CHILD INFORMATION CARDS 



 

 

Our Nursery serves to provide safe, secure, nurturing, positive, 
clean and loving care to our children. To share the love of Jesus 
through teaching and reading the scriptures.  We also provide 
positive play with the children, directing their play to                
appropriate interactions and also to pray for each child and           
exhibit Christ-like patience and love to them. 

We use a sticker system.  When a child is registered, three stickers will 
be printed, one to put on the baby or child’s back, one for belongings 
and the other for the parent/guardian.  These are given upon check 
in. When picking up a child, the two stickers should match.   
 
Room Usage:  The nursery is to be used for children 4 and under. All 
toys are to be put back where they were found, dirty toys are put in 
the dirty toy bin. Whoever is the last one to leave for the day, please 
set trash outside the door and disinfect the room and toys.  

REMEMBER!!!!! 
IN ALL I DO, I NEED TO …………………… 

1. Have a heart of love for our Lord Jesus Christ and others.  Matthew 22:37-40 

2. Respect and obey your teachers.   Titus 3:1 

3. Use kind, encouraging, truthful speech.     Samuel 2:3 

4. Make the place where I am better because I am in the room.  Proverbs 27:17 

5.  Lead by example and make my example Jesus.     Matthew 5:16 

 

NURSERY POLICIES AND PROCEDURES 

PURPOSE 

CHECK IN 



 

 

 Report to the desk 5-10 minutes prior to start time. 
 You are the first face children will see when entering our   Fami-

ly Ministry  department.  You will be greeting them in the name 
of Christ, you will be reassuring parents their           children will 
be ok, they will be loved and they will be safe.  Thank you for 
loving and serving our children! 

 Assist as needed to all families and children checking in.  
 Make sure appropriate cards are completely filled out if the 

child is new or if changes need to be made to their profile 
(changes such as new phone number, changes in                        
guardianship, allergies, etc) 

 Replace name tag cartridges as needed. 
 Assist new families in getting their children to the right rooms. 
 Make sure all 3 nurseries have a walkie talkie. 
 If a situation occurs, the workers in that room will use theirs to 

get a hold of you at the desk.  Channel 2 to remain in           con-
tact with each room. Channel 4 to alert security in the sanctu-
ary that help is needed asap.  

 Assist Leadership Team in getting nametags. 
 May need to take a child to the restroom if help is needed from 

Kids Crossing. 
 May need to stand in a room to allow nursery volunteers to as-

sist in the bathroom or change a diaper. 
 Keep desk area clean. 
 At the end of the 11am service, all nametags need to be put 

away as well as all walkie talkies turned off and plugged back in.   
 If any new cards have been filled out or if any changes need to 

be made, turn those cards in to Joyce, just drop them in the slot 
by Pastor Michael’s office door. 

 

DESK WORKERS 



 

 

Please arrive 5-10 minutes before the start of your shift and check in 
 at the kids crossing desk for your nametag. 
Go to assigned room and get any needed information from the  
 volunteer working prior to you and/or any special instructions, 
 messages, etc. 
Children should be handed over the half door for infants and walkers.  
 Tykes may walk in the room however parents need to remain in 
 the hallway.   
There are hooks for each child’s diaper bags and coats. 
Both doors close by a quarter after to ensure security and safety. 
Assist LEAD workers with the lesson and any activities they may have. 
A small snack may be given at the half way mark (9:30, 10:30, 11:30) 
All diapers need changed before parents pick their child up; potty 
 trained children need to have tried to potty as well. 
Ensure the children are picked up by parents/guardians.  They should 
 have a sticker to turn in with the child’s name on it.  If you are 
 unsure who to release the child to, or have questions get the 
 Nursery Coordinator or Family Ministry Staff immediately before 
 release of the child. 
Enforce the wellness policy. 
Pray for and with the children; play with the children. 
If immediate assistance is needed use walkie talkie to call for the 
 desk worker and they will come to help. 

 

NURSERY VOLUNTEERS 



 

 

 

It is WWCN’s policy that staff members and volunteers are          
prohibited from using physical discipline in any manner for           
behavioral management of children. No form of physical         
discipline is acceptable. This prohibition includes spanking,           
slapping, pinching, hitting, or any other physical force as                
retaliation or correction for inappropriate behaviors by children. 
Children are to be disciplined using time-outs and other              
non-physical methods of behavior management. In employing 
this procedure, staff members and volunteers should observe 
the following guidelines: 

1. Kindly redirect the child verbally before physically  intervening.      
    With younger children some physical redirection may be necessary         
    (for example, removing a toy from the hands of a child that is  
    hitting another.) 
2. If the behavior does not cease, remove or direct the child away  
    from the group to a corner of the room where the group is   
    meeting (avoid being alone with the child.) 
3. Provide the child with a simple, understandable reason for the  
     time-out, and provide the child with clear explanation of your  
     expectations.  (“Jamie, you didn’t stop hitting Chris when I asked  
     you to, so you need to sit quietly in the blue chair for three  
     minutes.”) In addition, be verbally reassuring, as being removed  
     from the group will likely upset the child. Do not physically hold the  
     child in time-out. 
4. Provide the child with a chair to sit in or a “spot” to sit on (using a  
     pillow, blanket, carpet square, etc.) until their time-out is complete. 
 

 

DISCIPLINE 



 

 

5. Follow the rule of thumb that a time-out is ineffective if it lasts  
     longer than one minute for every year of the child’s life (3 years  
     old, 3 minutes). 
6. Monitor the child through the entire time-out without giving your  
    undivided attention. For longer time-outs give intermittent praise to    
    reassure the child and keep them on task. (“Jamie, you’re doing a  
    great job of sitting quietly – just 2 more minutes.”) 
7. Praise the child once he or she has completed the time-out and tell  
    them that their reward is being able to rejoin the group. Remind  
    them that repeating their initial behavior will result in further  
     time-out. Follow this with praise. 

Because nursery children may require complete assistance with their 
bathroom activities, all staff members and volunteers will observe the 
following policies: 
 
Diapering 
1. Only nursery workers or the child’s parent or legal guardian will           
     undertake the diapering of children. 
2. Changing of diapers should be done in plain sight of other nursery  
     workers. 
3. Children will never be left unattended on changing tables. 
4. Any special instructions given by parents leaving children in nursery  
     will be recorded on the registration cards . 

 

DISCIPLINE 

DIAPERING/TOILET TRAINING 



 

 

5. Children should be re-diapered and re-clothed immediately upon 
the completion of changing their soiled diaper. If a child does not 
have a diaper bag, there are extra diapers for use in the nursery bath-
room 
6. Children should be changed on changing stations only. 
 
Toilet training 
1. No child will be forced to toilet train. 
2. Only nursery workers or the child’s parent or legal guardian will 

participate in toilet training efforts with children of either sex. 
3. When children are taken into bathrooms the door will be left        

partially open. 
4. Young children will never be left unattended in bathrooms. 
5. Parents should be consulted on each child’s progress in the toilet 

training process before leaving the child with volunteers or staff-
members. Any special instructions given by parents leaving  

     Children in the nursery will be recorded on the registration card   
     (“Georgia can use the toilet, but she needs to be reminded – ask  
      her if she needs to go.”). 
6. Children should be assisted in straightening their clothing before  
     returning to the room with other children. 
7. “Accidents” should be handled by reassuring the child and               
     completing the changing of diapers or underwear and clothing.  
     Extra clothing and diapers are available from WWCN in the                   
     Nursery bathroom cabinet if the parent has not furnished a  
     clothing change. 

 

DIAPERING/TOILET TRAINING 



 

 

My name is ________________________________ and I’m ready to serve!  
 
I promise to follow through on my responsibilities. If I can’t, for whatever 
reason, I promise to keep our staff informed and to give them as much no-
tice as I possibly can, knowing they’ll need to find a replacement for me 
and that takes time. 
 
I promise I’ve read this Volunteer Handbook. I understand the mission and 
strategy of our ministry and will support the vision and leadership of the 
staff. 
 
I promise I’ve completed or updated the Ministry Safe training, completed 
a background check and read the Safety Guidelines and will abide by them, 
for my safety and for the safety of our youth. 
 
I promise I’ve read the Code of Conduct and will abide by it. If I mess up, I 
promise to be honest with our staff about my actions and will accept         
whatever consequences they think are reasonable and necessary, knowing 
that, while they must always act in the best interest of our youth, they are 
committed to treating me with respect, love, and grace. 
 
I promise I understand the expectations of my role and will work hard to 
fulfill them. If I’m having trouble fulfilling any of my expectations, I promise 
to communicate with the staff and ask for help, knowing they’re here to 
support me. And finally... 
 
I promise to do my part in making a huge difference in the lives and faith of 
the youth who walk through our doors. And I promise to have a lot of fun 
doing it. 
 
 
SIGNATURE: ________________________________    

 

COMMITMENT 



 

 

The ultimate thrill of any ministry worker is to have the opportunity to lead a student to 
Christ!  There are few things as amazing as praying with someone to become a Christian, but 
for some people, the thought of it is terrifying. Questions might swirl through your head. 
How do I do it? What should I avoid? Is it possible I could mess this thing up? It’s                  
understandable that some people might feel nervous about walking someone through such 
a huge spiritual milestone, but fear not! By the grace of God, you can do it! Here are a few 
suggestions to help you along the way:  

Avoid coercion. Most kids have the desire to please adults. Avoid language that 
might pressure a kid into a disingenuous decision to follow Jesus. It’s okay to   
present opportunities by asking questions like, “Do you ever think about asking 
Jesus to be your Savior?” But allow them to reach a conclusion on their own. In 
other words, lead them towards a decision; don’t push them towards one.  

Use the ABC’s. There's no formula or magic words for becoming a Christian, but 
the "ABC's" of salvation are a good way to help kids pray the salvation prayer. It 
goes like this: “A”—Admit you have sinned and ask God for forgiveness.               
“B”—Believe that God has sent His son, Jesus, to die for your sins.                                 
“C”—Choose to follow Jesus and make Him the leader of your life.  

Prompt the child in prayer. It’s important that the salvation prayer comes from 
the heart of the child. Instead of having a kid repeat the prayer after you, provide 
prompts and let them do the praying. For example, begin by opening the prayer, 
but then prompt the kid to “admit” they've sinned and ask God for forgiveness. 
Pause for the kid to say his own prayer and then prompt them through “believe” 
and “choose.”  

Celebrate! This is the greatest decision anyone could ever make and it’s worth 
celebrating! Let kids know that all of heaven is rejoicing over their decision. If the 
kid doesn’t have a Bible yet, you might consider buying one for them as a                   
celebration gift. Be sure to share the news with their parents, leaders, or any        
other people who are important in the life of the child.  
  https://www.imdavidrausch.com/post/2018/01/11/4-tips-for-leading-a-kid-to-christ 

If you have the honor of leading a child or student to Christ, please let               
The Family Ministry Staff know.   

 

LEADING A CHILD/TEEN TO CHRIST 



 

 

 

Our facilities are a sacred trust from the Lord for the purpose of           
ministry.  The way in which we treat the Lord's House is often a              

reflection of our  attitude toward Him.  If truly everything we do should 
glorify God, the same is true of the rooms we minister in!  Therefore, 

the following  guidelines are being established to help keep our ministry 
rooms in a state that brings glory to God and demonstrates that He is 

worthy of our best! 
 
A FEW GUIDELINES TO KEEP IN MIND! 
1.  Always attempt to leave the room better than you found it.   
2.  Put things back where you found them or where they belong. 
3.  Do not leave out-dated materials lying around or on the walls. 
4.  Do not leave anything on the tables, desks, or tops of cabinets.     
      They may disappear!   
5.   Often times the room that you are using right now will be used by    
       another group immediately following or at another time that day/   
       week, we ask that you please leave the room looking neat when  
       you leave.  Items left out will be at the discretion of the  
       leadership to determine how to dispose of or put them away. 
6.   Our maintenance staff will vacuum and empty trash, but please  
       try to leave the room with all the chairs and tables neat and in  
       their proper place. 
7.   When you leave. look over the room and ask yourself, "Is there   
       anything I can do to make it look a bit sharper?"  Also, it is wise to  
       ask, "Does the appearance of this room speak well of the ministry  
       to visitors?" 
8.  In the event that something is broken or destroyed, please fill out  
      an incident report  and give to the Family Ministry Staff. 

 

FACILITY STEWARDSHIP 



 

 



 

 

All information included here will be treated with the utmost confidentiality.  You will not be quoted unless 
permission is received from you ahead of time.  We appreciate you helping us to document this incident 
or accident from your point of view while the memory is fresh. 
 
1. Who was involved? ____________________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
2.     Date, time, and location of incident:  ____________________________________________ 
 
3.     Description of incident:  (if more room is needed, please use other side.) ________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 
4. If there were witnesses please include their name and phone number _____________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 
5.  Were any room materials damaged or destroyed?  If so, which ones? ______________________ 
 
_________________________________________________________________________________ 

 
___________________________________________________________________ 
 
5. Who else was notified of the incident at the time:  _____________________________________ 
      (Family Ministry Staff,  Lead Pastor ? Names/Phone numbers) 
 
6.    What actions were taken at the time of incident?  _____________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 

 
Signature:_______________    Phone Number: _______________    Date:________ 

   
OFFICE STAFF ONLY 
 
1. What further actions were taken? __________________________________________________ 
 
________________________________________________________________________________ 
 
2.    Follow up: Who followed up the following day? Parent response?_________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 

 

INCIDENT/ACCIDENT REPORT 



 

 

Thank you so much for expressing interest in serving at Wanamaker Woods in our Family Minis-
try .  Every week, we surround our kids and teens with a creative and fun learning environment so 
that they can get to know the awesome God that created them.  To maintain our commitment to 
excellence, we set high standards in the areas of safety and  security.  This is a lengthy applica-
tion for you to fill out, but it is necessary for preserving our safe environment and complying with 
the federal Child Abuse          Protection and Treatment Act as well as the state Child Care Act.  

We hope that you will not be offended by this application and realize the value of your investment 
in the protection of our  children.  We thank you for understanding.  We look forward to minister-

ing together. 

You must fully and accurately complete this Volunteer Application. 
Area or Position You Are Applying For:_______________________________________________________ 
 

Information contained within will remain confidential and will be disclosed only to those individuals 
needing to know in order to carry out their responsibilities for Wanamaker Woods, or as required 
by law. 

 
Name: __________________________________________ Spouse’s name: _____________________________ 

 Last  First  Middle 

 
Children’s names and ages: ____________________________________________________________________ 
 
Address: ___________________________________________________________________________________ 
 
Prior Address: _______________________________________________________________________________ 
 
Home phone: (         )_____________  Work phone: (         )_____________ E-mail: ________________________ 
 

1.  Do you regularly attend Wanamaker Woods Sunday service? 
 
 ____yes ____no  If yes, Approximate Start date? _____________________________ 
2.  How long have you been attending Wanamaker Woods? _________  
 
3.  Are you a member? [  ] no  [  ] yes  [  ] in process (Membership encouraged but not required for all positions) 
 
4.  In what capacities are you presently serving? __________________________________________________ 
 
__________________________________________________________________________________________ 
 

GENERAL INFORMATION 

BACKGROUND INFORMATION 

 

TEAM MEMBER APPLICATION 



 

 

5.  Please list your previous church affiliations, including length of time attended. 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
6. Please describe your previous ministry experience or pertinent training (Prior experience and/or training are not 

prerequisites to volunteer participation at Wanamaker). 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
 
7. Please describe why you would like to serve at Wanamaker. 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
8. Have you committed to trust and follow Jesus as your personal Lord and Savior? 
 
 ____yes ____no 
 
9. Please describe your personal spiritual journey to date: 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
10.  Our desire is that each of us be growing in Christ.  Please describe your daily walk with God: 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 

 



 

 

 

The following information is very personal.  Please know that it will remain confidential and will be considered in 
light of the life changing and healing power of Jesus Christ. 
 
1.  Have you ever been convicted or pleaded guilty to a crime? 
 
 ____yes ____no  If yes, explain: ______________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
 
2.  Have you ever been convicted, accused of, or have you ever committed any act of physical abuse, sexual 

abuse, neglect, molestation, or exploitation of a minor? 
 
 ____yes ____no  If yes, explain: _____________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
3.  If there has been alcohol abuse, drug abuse, physical or sexual abuse in your family background, please     

describe the steps you have taken to overcome the impact that these issues will create for you, both now and in 
the future. 

 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
4.  Is there currently any physical abuse, neglect, or unhealthy habits in your life or home? 
 
 ____yes ____no  If yes, explain: ______________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 

PERSONAL INFORMATION 

 



 

 

5.  Have you or anyone else ever been concerned that you may have an addiction to drugs, alcohol, pornography 
or any other addiction? 

 
 ____yes ____no  If yes, explain: ______________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
6.  Are there any circumstances or patterns in your life which would make it inappropriate for you to minister to mi-

nors or which would compromise the integrity of Wanamaker Woods? 
 
 ____yes ____no  If yes, explain: ______________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
7.  Do you need help addressing any personal issues? 
 
 ____yes ____no  If yes, explain: ______________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 

 

 



 

 

 
Please list three people who have known you for at least one year who would be able to attest to your character 
and to your ability to work with children. 
 
1.  Name: _____________________________________ Length of time known: _____________ 
 
Nature of association: ______________________  Occupation: __________________________ 
 
Address: _____________________________________________________________________ 
 
Home phone: (         )_________________  Work phone: (         )_________________ 
 
 
2.  Name: _____________________________________ Length of time known: _____________ 
 
Nature of association: ______________________  Occupation: __________________________ 
 
Address: _____________________________________________________________________ 
 
Home phone: (         )_________________  Work phone: (         )_________________ 
 
 
3.  Name: _____________________________________ Length of time known: _____________ 
 
Nature of association: ______________________  Occupation: __________________________ 
 
Address: _____________________________________________________________________ 
 
Home phone: (         )_________________  Work phone: (         )_________________ 
 
 
AUTHENTICITY AND AUTHORIZATION 
 
The information contained in this application is correct to the best of my knowledge.  I authorize any references 
listed in this application to give you any information (including opinions) that they have regarding my character and 
ability to work with children.  I authorize the release of the information contained in this application to any ministry 
at Wanamaker Woods in which I seek a position.  I waive any right that I may have to inspect any information   
provided about me by any person or organization identified by me in this application. 
 
I have carefully read and understand the criminal records release (on following page) and sign this release as my 
own free act. 
 
Applicant’s signature: ___________________________________________  Date: __________ 
 
 
Parent signature (if applicant is a minor): ____________________________  Date:___________ 

REFERENCES 

 


