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SECTION ONE: INTRODUCTION
Mission

The Children’s Ministry exists to help parents raise kids
who love and trust Jesus. We do this by providing a space
for babies through fifth grade that is safe, Christ-centered
and fun!

We want to SHOW Jesus to kids and families
so they GROW to be like him
and GO to tell others about him.
We believe this will be accomplished by:
• Teaching children the gospel of Jesus Christ, and…
• Using methods of instruction and interaction that are
both excellent and age-appropriate.
We believe that only the gospel of Jesus Christ can
change children, families and neighborhoods. As we
minister the gospel to children, we are participating in
Crawford’s larger vision of making disciples who enjoy, live
and proclaim the gospel.

SECTION TWO: PARENT INFORMATION
We know that parents have the primary spiritual
influence in a child’s life; so as we build our children’s
ministry, we want to focus on our homes - where children
see our faith on real-time display every day. Our desire is to
partner with parents to raise children who grow up to love
and trust Jesus. We provide several environments where
your child can be taught to love and trust Jesus at Crawford
Avenue.

Children’s Ministry Details
9:15am - 10:15am ::: Christian Education
• Nursery Christian Education (Ages 0 - 3)
Nursery Building
•

Kids’ Christian Education (K4 - Grade 5)
2nd floor behind Gathering space

Covering the Bible’s storyline, children are taught to
see and memorize basic Bible truths. Snacks and activities
pertaining to the lesson are provided. (Resources: The
Gospel Project, The Big Picture Storybook Bible, Jesus
Storybook Bible, Generations of Grace, Children Desiring
God)
10:15am – 12:00pm ::: Worship Gathering
• Nursery (Ages 0 - 3)
Nursery Building
•

CrawfordKids (K4 - Grade 3)
2nd floor behind Gathering Space

CrawfordKids is broken down into two main sections:
1. CrawfordKids Worship - An interactive assembly time
that may coincide with the topic being highlighted in
Christian Education. The CrawfordKids Worship leaders

tell Bible Stories, play games, and practice the memory
verse with the children as well as engage the children in
music and interactive stories.
2. Classroom Lesson - This is a more structured time where
the teacher reads a story from a specified Children’s
Bible and then asks the children questions about the
story. A craft time and/or activity pertaining to the story
may also be included. (Resources: The Gospel Story
Bible, Long Story Short)

What comes after 3rd grade?

Because we believe children benefit greatly from seeing
adults engage with God in corporate worship, we invite
children in 4th grade and beyond to join us in the gathering
area. Sermon notes for children are available. Crawford is a
family of families. Therefore, we invite children of all ages to
attend gathered worship as a family unit.
We also invite children to volunteer. Please email the
Children’s Director for more information.
Junior Volunteer
Children ages 9 through 12 that are children of members
may volunteer with 2-3 year olds when accompanied by a
parent. They must be approved by the Children’s Ministry
Director; however, they are not permitted to serve in the
infant room.
Student Volunteer
Middle and High School students that are children of
members ages 13-18 and have been approved by the
Children’s Ministry Director may volunteer without a parent
present. Girls may serve in any area, while boys may only
serve in CrawfordKids.
Vacation Bible School Volunteer
Junior and Student volunteers (girls and boys) that wish to
help with Vacation Bible School must be children of members

and approved by the Children’s Ministry Director. During
these times of serving, a male and female under eighteen
should never be alone. Junior and Student Volunteers are
not permitted to serve children who are in their grade level
or older.

Parent Responsibilities
•
•
•

•
•

Bring an adequate supply of diapers and wipes as
well as an extra change of clothes for all infants and
toddlers.
Label all items (such as bottles, cups, diaper bags, wipes
containers, clothing, pacifiers, etc.) with the child’s first
and last name.
Notify coordinators and teachers of any allergy or
special circumstances. A brightly colored band should
be placed on your child’s wrist at check-in as a reminder
to volunteers.
Please refrain from bringing toys, dolls and snacks from
home so as not to lose them or cause other children to
be upset.
Alert teachers if your child is in the process of potty
training. Please take potty-trained children to the
restroom before dropping them off in class.

Check-In/Check-out
•

•

A volunteer will greet you at the check-in desk and walk
you through our safe and easy computer registration
process (Kid Check). All parents are required to create
a profile for their family. Be sure to include phone
numbers just in case volunteers need to text/call you for
any reason.
You will be given a name tag for your child to wear and
a corresponding check-out tag. Please retain the secure
check-out tag. For the safety of your children, this tag is
required at check out. In order to prevent lost tags, we

•

recommend you stick the check-out tag to yourself.
When you arrive to pick up your child, a volunteer will
ask to see your check-out tag. He/She will match the
child’s tag with the parent tag and your child will be
released. Children will not be released to siblings.

Child Wellness

Children must be symptom free from the following illnesses
without medication for 24 hours before entering the
classroom:
• Fever of 100 or higher
• Vomiting or Diarrhea
• Excessive/colored nasal drainage
• Any infection of the eye/nose/throat
• Rash (unless diagnosed as non-contagious)
• Persistent Coughing/Sore Throat
• Open sores
• Lice
If a child develops any of these symptoms while in class,
you will be contacted via text message to pick up your
child. In addition, a volunteer will text you in the event that:
1. ... your child is completely inconsolable (after at least 10
minutes of care).
2. ... your child is ill or injured.

Food Policies

Feeding young children is a serious responsibility.
We serve children with different dietary needs. Volunteers
always check for wristbands and the child’s nametag for
food allergies before serving snacks. Hands will be wiped/
washed before and after snacks.
Children should be fed before coming to church.
Infants will be given formula, milk, juice or water when
parents provide these items and written instructions. Time

and circumstances do not allow for spoon-feeding. If there
are any special feeding instructions for your child, please
put this information in writing. If there are food allergies, a
brightly colored band should be placed on your child’s wrist
at check-in as a reminder to volunteers.
A light snack is provided during Christian Education at
9:15 am. No other snacks are served during CrawfordKids
(K-4 - 3rd grade). If a child is a van rider, he/she will be given
a snack as they return home. In the Nursery a snack of water
and crackers (Goldfish, Cheerios) will be served. If a lesson
plan calls for any snacks or food tasting other than these, the
classroom teacher will post an “Allergy Alert” at the check-in
desk and classroom door. Please let the teacher know if your
child may not taste these foods or has an allergy. If your child
has an allergy, they may bring a small snack from home to
Christian Education, however please avoid bringing snacks
from home at any other time.

Discipline Policy

The effective spiritual formation of all our children requires
a stable environment. The role of CrawfordKids is to
support and supplement parental training by upholding
high standards of behavior, respect and discipline. Some of
the expectations we have for your child include:
1. To follow three simple rules:
• Obey the teacher
• Listen
• Respect Others
2. To participate with a willing heart, eager to learn and
obey. Have an attitude that is respectful to authority.
3. Avoid being disruptive or distracting to the mission and
purpose of the children’s ministry.
4. Avoid disrespect (whether verbally, by gesture, in
attitude, or by action).
5. Avoid misbehavior (including, but not limited to,

persistent talking, distracting others, not following
instructions, ignoring instructions or directions, or
interacting inappropriately with others in the class).
Sometimes kids will be kids, and we’re okay with that! But
Scripture does teach that proper training and expectations
are crucial to raising godly children (Proverbs 22:6). A major
goal during all disciplinary situations is to help children
see that they have sinned against God and their neighbor
and to encourage asking for and extending forgiveness.
A volunteer will text you in the event that your child has a
severe disciplinary problem or is a danger to himself/herself
or other children.

SECTION THREE: VOLUNTEER INFO
Volunteer Process

Child safety is a paramount concern. Crawford requires all
volunteers (except Junior and Student Volunteers) working
with children to complete the following volunteer application
steps:
• Apply - Complete the online volunteer application at
http://crawfordavenue.org/next-steps/serve
• Membership Status Check - CrawfordKids teachers
must be a member. Because volunteers teach biblical
truth to our little ones, we require our volunteers to be
members and known within the context of Christian
community. Classroom helpers and Nursery Volunteers
may be members-in-process. High School students
active at Crawford may also serve as classroom helpers.
• Background Check - Once you express interest in
serving, you will be contacted and prompted to initiate
a Background Check through Protect My Ministry.
• Training - Complete the online child safety training and
quiz. This will be emailed directly to you from Protect
My Ministry.
• Policies and Procedures - Read this manual thoroughly
and agree to comply with policy requirements.
• Shadowing - After all steps are complete, you will be
sent an email prompting you to create a Planning
Center account. Within Planning Center you will be
able to set your availability and how often you want to
serve. Your first scheduled date will be emailed to you
and shadowing will begin. Team Leaders and Team
Members will be available to answer questions and
show you exactly what to do.

Role Descriptions

Team Director:
This role exists to share the responsibility of overseeing
that the mission is furthered and upheld through every
aspect of the Children’s Ministry. Primary responsibilities are
to manage, train and care for Team Leaders, support and
communicate with parents, and oversee particular areas on
Sundays.
Team Leader (Hall Monitor):
This role exists to re-articulate and lead out in the mission
each Sunday. Responsibilities include being familiar with a
specific children’s ministry area, guiding and caring for fellow
Team Members, creating flow and fluidity and developing
relationships with parents at the door each Sunday.
Teaching Team Member:
Teachers love kids primarily in teaching them about Jesus.
The teaching team member takes the lead in instructing the
lesson. Primary responsibilities include teaching children
the provided lesson and weaving the main point into every
class activity.
Assisting Team Member/Childcare:
This role exists to nurture and love kids each Sunday. Primary
responsibilities include assisting with sign-in at the classroom
door, classroom management, assisting the Teaching Team
Member or other Childcare Team Members.
Flex-Team (On-Call Volunteer):
On-Call volunteers arrive at the normal time and leave if not
needed.

Scheduling

Every other month, volunteers will be expected to input
any block-out dates for the upcoming 2 months at www.
planningcenteronline.com or using the Planning Services
smartphone app (recommended). You may block out dates

as far in advance as you wish.
The Children’s Ministry Director creates the schedule
two months at a time. Once the schedule is created, the
volunteer is responsible for responding to the assigned role
by clicking ACCEPT or DECLINE within the confirmation
email or within the Planning Center website/app.
When you accept an invitation to serve on Planning
Center, this represents your commitment to show up on the
expected date and at the expected time. Please honor your
commitment.
If you must decline the invitation, please note in your
response other dates during the two upcoming months that
you will be available.
If you find that you will not be able to keep your
commitment due to a last-minute illness or emergency,
please try to find someone to replace you and immediately
inform your Team Director so she can assist in securing a
sub.
You are responsible for responding to emails from
the Children’s Ministry Director and Team Director. We
value your feedback and your response allows us to more
effectively plan for Sundays. Please take the time to read
and respond in a timely fashion.

General Notes

As you volunteer, pay attention to how you feel:
• If you are stressed, children will sense that. Try to focus
on the present moment and the children in front of you
rather than outside stresses and circumstances.
• Take a moment away, if necessary, but always within the
bounds of our policies regarding two volunteers to a
room, etc.
• If you are struggling with a child, pass him or her off to
another volunteer. You are never alone in the classroom,
so let those around you help you through difficult
moments.

•

Arrive prepared in the morning, in heart and mind.
Arriving on time enables you to have time to prepare
for the morning.
• We only have a limited amount of time with children
each Sunday to give them our all and teach them
about the depth of God’s love for them, which we can
demonstrate through our actions and our undivided
attention.
• Personal belongings must remain off of the floor and
out of the reach of children.
• Phones are to be on vibrate/silent while in the
classroom.
• Please eat any personal snacks outside of the
classroom, unless you are eating what the kids eat at
snack time.
• Contact (page/text) parents in the event that:
1. a child is completely inconsolable (after at least 10
minutes of care),
2. a child is ill or injured,
3. a child has a severe disciplinary problem, or
4. a child is a danger to himself/herself or other
children.
• The Elders and the Children’s Ministry Director reserve
the right to remove any team member at any time for
any reason.

Wellness Policy

We look forward to seeing team members and children
when feeling well, not exhibiting the following:
• Fever of 100 or higher
• Vomiting or Diarrhea
• Excessive/colored nasal drainage
• Any infection of the eye/nose/throat
• Rash (unless diagnosed as non-contagious)

•
•
•

Persistent Coughing/Sore Throat
Open sores
Lice

Pick-Up Security Policy

Each child receives a secure name tag and a check out
tag each time they check in. Parents must keep possession
of the secure check-out tag, which alone permits a parent
to pick up a child from class. Apart from direct consent from
the Children’s Ministry Director or proxy, no adult may check
out a child without the corresponding security tag. If parents
have children in multiple classrooms, they should hold on
to the checkout sticker until they’ve checked out all children
to ensure that all children are checked out effectively and
securely.

Cleaning

It is very important that we keep our facilities clean.
• Strict handwashing with soap and water is of utmost
importance in preventing the spread of infection.
• At the end of each gathering, spray all toys with
disinfectant spray/alcohol and wipe them down with
paper towels.
• Return all toys and items to their proper places before
leaving the room.
• Spray and wipe down exposed areas of play
equipment, tables, chairs, etc.
• Please make sure all electronic items have been
powered OFF at the end of the day.
• All trash should be emptied at the end of the day.
• Soiled cloth items should be removed immediately and
placed in the laundry bin for laundering. The Nursery
Team Director will clean laundry before the next
gathering.

Allergies/Food Policy

As a volunteer, you may eat what we serve the kids
when they eat. Please eat any of your own snacks outside of
the classroom. Don’t let kids share snacks.
Feeding young children is a serious responsibility. We
serve children with different dietary needs. ALWAYS check
for allergy alert wristbands and the child’s nametag for food
allergies before serving snacks. Wipe or wash hands before
and after snacks.
Infants will be given formula, milk, juice or water when
parents provide these items and written instructions. Time
and circumstances do not allow for spoon-feeding.
If a lesson plan calls for any snacks or food tasting other
than these, the classroom teacher should post an “Allergy
Alert” at the check-in desk and classroom door.

Two Deep Policy

At least two team members shall remain together with
children at ALL times, one of which must be female. Males
will always serve alongside at least one female. Adults are
never to be alone with a child behind closed doors. There
should always be visible access through a door or window.
In addition to always having at least two team members
present, the following adult:child ratios should be
maintained:
• 0-12 months (infants, crawlers, new walkers): 1:3
• Ages 2-3: 1:5
• Ages 4-5: 1:8
• Grades K-Grade 5: 1:10
Once a ratio is met, additional children should not be
accepted into a classroom if doing so would exceed the ratio
unless additional volunteers are added. If for any reason
the ratio is exceeded, the Team Director or Team Leader
should be notified and asked for more volunteers in order to
maintain these ratios. Whenever age groups are combined,

the ratio is determined by the age of the youngest child.

Restroom/Diaper-Changing

Only female team members may change diapers or
assist children in the restroom. Team members shall always
be within an arm’s reach while a child is on the changing
table. Prepare ahead of time so that all supplies are within
reach. Never leave a child alone on the table, even if just
for a moment. As a courtesy to parents, all diapers shall be
checked and changed, if necessary, before children are
checked out. *See posted diaper changing procedures.
Parents are encouraged to take their potty-trained
children to the restroom prior to checking them into their
classrooms. When taking children to the restroom, give them
as much privacy as possible. Stand in the doorway with the
door ajar, if they require supervision. No male may assist a
child in the restroom. Children may not be asked to help
other children in the restroom. Female team members may
enter the restroom stall ONLY when absolutely necessary to
assist a child, leaving the door open.

Physical Contact

Crawford is committed to protecting children, and we
believe appropriate touch is part of a positive nurturing
environment. The following guidelines are to be carefully
followed by team members.
Accompanied by good judgement, the following are
appropriate ways to touch children:
• Meet children at their eye level by bending down or
sitting.
• Listen to children with your eyes, ears and heart.
• An arm around or a brief, assuring pat on the shoulder.
• Walking hand in hand to an activity or holding a child’s
hand as you listen or speak.
• Holding a crying child who is 4 or under.

• Light, short, congratulatory or greeting hugs.
• Handshakes, high-fives and fist bumps.
Team members shall NEVER (non-exhaustive list):
• Touch a child in anger or disgust.
• Touch a child in any manner that may be construed as
sexually suggestive.
• Touching a child in any area that would be covered by a
bathing suit.
• Be alone with a child.
Appropriate physical contact with children can be
misinterpreted. The following will help volunteers avoid any
concerns in this area:
• Always remain in open sight of other adults.
• Appropriate touch is applied to meet the needs of
children and not adults.
• Appropriate touch varies according to the age of the
child. What is appropriate for nursery children (holding,
rocking, etc.) will not be appropriate for grade school
children.
• Sitting on laps is only appropriate for ages 0-4.
• In general, a man will need to limit physical contact
more than a woman in the same situation, especially
when working with older children.
• Refrain from rough-housing, wrestling, shoulder
or piggy-back rides, rubbing, massaging, or any
physical activity that might make a child feel unsafe or
uncomfortable.

Classroom Management

We discipline to disciple, and this establishes expectations
and consistency.
Classroom Rules:

•
•
•

Obey the teacher
Listen
Respect others

Proactive steps for helping children in the classroom:
• Communicate the classroom rules at the beginning of
every class.
• Make eye contact when speaking to a child.
• Catch the child doing well and encourage them. Use
positive reinforcement.
• Have children repeat what you have asked them to do.
• Try to redirect the child if they are doing something they
shouldn’t be doing.
• Discipline should always be given in love, not in anger.
Preventative Actions:
• Create a loving, caring atmosphere.
• Establish and communicate realistic expectations for
children.
• Focus on positive actions.
• Be fair and consistent with children.
Aggressive Behavior:
• Biting, hitting, pushing, scratching, or pulling is
considered aggressive behavior.
• If a child displays any of these behaviors, notify his or
her parents immediately, and ask them to remove the
child from the classroom for the day.
Discipline Steps (if a child is acting inappropriately):
• Verbal warning: If possible, whisper and get close to
the child in order not to draw attention from others and
onto the inappropriate behavior.
• Remove and set apart: Remove the child from the rest

•

of the children. Have him or her sit in a different area of
the room for a set amount of time or until the child is
ready to participate cooperatively.
Alert parents: If the behavior is aggressive or the child
unrepentant, please contact the parents immediately.

Policy Against Child Abuse

Crawford maintains a strict zero-tolerance policy
against child abuse and neglect. Child abuse and neglect
includes physical or mental injury, sexual abuse, negligent
treatment, or maltreatment. Sexual abuse is defined as the
use, persuasion, or coercion of any child to engage in any
sexually explicit conduct (or any simulation of such conduct)
for the purpose of producing any visual depiction of such
conduct or rape, molestation, prostitution, or incest with
children. It is against the law and against Crawford’s policy
for any volunteer or employed staff, male or female, to
physically, sexually, or mentally abuse or neglect a child.

Reporting

Team members and staff are under obligation to
immediately report and document incidents of abuse or
imminent danger: threats of or actual physical injury upon
a child or team member, sexual offense, or any exposure to
verbal, visual, or physical conduct of a sexual nature, even if
only reasonable suspicion.
Follow this process for reporting:
• Complete an incident report form (located at the back
of this manual) and submit to the Children’s Ministry
Director or an elder.
• Contact the Children’s Ministry Director or an elder.
• Contact the Georgia Abuse Hotline and follow the
necessary steps.
• While under investigation, the elders will take the
necessary steps to bar the alleged wrongdoer from
serving.

SECTION FOUR: EMERGENCY ACTION PLAN
Injuries/First Aid

If any injury occurs during class time, team members are
permitted to administer bandages and ice packs; those who
are trained appropriately may administer Epi-Pens and CPR.
Please use the first-aid kits provided in your room for minor
injuries. It is also important to complete an Incident Report
form. Give one copy to the parent at pick up, along with a
clear explanation, and give the other copy to the Children’s
Director or Team Director for your area.
If there is an injury in the classroom, don’t wait to inform
parents. Team members should text or page parents to
briefly let them know what happened, but that all is well.
If there is an emergency and a parent needs to be located
immediately, the Team Director or the Crawford Emergency
Response Team will locate the parent in the sanctuary. All
injuries must be reported because some seemingly trivial
injuries can turn out to be serious. Do not give children
medications without a parent present. A child’s Epi-Pen is
an exception. Life threatening situations will, of course,
be handled as emergencies with appropriate treatment
measures being immediately instituted. 911 and parents
will be notified immediately. Crawford Avenue will not be
responsible for any “Good Samaritan” assistance offered by
any of its members.

Fire

In the event of a fire, volunteers have been trained to
remain calm, count all children in the room and lead the
children out of the room in an organized, quick fashion.
Team members should always take the class roster in the
event of an evacuation. CrawfordKids should leave through
the back stairwell exit door in an orderly fashion and walk
out through the back of the kitchen into the alley. All
CrawfordKids and volunteers should gather in the school
parking lot just behind the church. Form a group circle with

your class, holding hands and count the children. Have one
adult report to others in the front of the building.
Nursery children and volunteers should evacuate
through the front doors to the parking lot on the right just
across the street. Please see the Emergency Exit plans on
the last page.

Power Outage

Flashlights are readily available to all classrooms. If a
power outage were to occur, children will be entertained
and kept secure until their parents arrive.

Tornadoes, Storms, and Severe Weather

Children will be calmly escorted to an enclosed part
of the building, such as an inside hallway or the lowest
section of the building. They will be taught how to sit with
their back against the wall, knees tucked under their chins,
arms wrapped around the knees, and head bent down. All
children will be accounted for, and efforts will be made to
calm and entertain the children.

Child Abuse Reporting Form
If a volunteer, staff, deacon, or elder suspect, hear about, or observe
signs or symptoms of abuse, please: (1) Talk immediately with the
Children’s Ministry Director or an elder; and (2) document any relevant
information on this form.
This report should include signs or symptoms observed, notations
about bruises or injuries that are visible, a summary of what the child
said, and a description of any emotions expressed by the child. Do not
go back and interview the child. Fill this form out based on whatever
information has already been obtained.
I have notified a(n):
q Team Leader

q Children’s Ministry Director
Your name:

Today’s date:

Name of parent/guardian:

q Team Director
q Elder:

Child’s name:

Name of volunteer(s) involved:
Signs or symptoms of abuse observed:

Location and description of bruises or injuries that are visible:

Emotions expressed by the child:

Summary of the conversation with the child:

Anything else that is relevant:
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Have questions? Contact us!
Children’s Ministry Director

Dottie Story: dottie@crawfordavenue.org

Nursery Team Director

Becca Springstead: becca.g.springstead@gmail.com

Kids Christian Education Team Director
Kim Lee: heavenleebound@gmail.com

CrawfordKids Team Director

Candace Garrett: bcmama1013@gmail.com

