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I. Philosophy of GraceKidz

Purpose

GraceKidz exists to teach the children of GraceChurch of Columbia the importance of loving

Christ, loving people, and living authentic Christian lives.

Core Values and Beliefs

● Children should be taught the Word of God (1 Peter 3:15, 2 Timothy 3:16).

● Prayer and worship are important for healthy relationships with God and other believers

(Colossians 3:16).

● Salvation comes only through personal faith in Jesus Christ (John 14:16, Romans 10:17).

● Spiritual growth is the result of an ongoing love-trust relationship with Jesus (John

15:1-12).

● Children are gifted and an important part of the Church (1 Peter 4:10, Mark 10:13-16).

● GraceChurch has the joy and responsibility of loving and discipling children in the ways

of the Lord (Matthew 18:5).

● Jesus commanded us to make disciples of all nations (Matthew 28:18-20).

Objectives

● Teach the Word of God

● Model and practice Prayer

● Lead music and Worship

● Teach Salvation through faith in Jesus

● Present opportunities for Spiritual Growth

● Explore Spiritual Gifts

● Nurture children as an important part of the Body of Christ

● Live on Mission and equip children to Evangelize
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II. Policies and Procedures

Wellness

Children must be symptom free (without medication) from the following for at least 24 hours

before entering the classroom:

● Fever of 100° or higher

● Vomiting or diarrhea

● Conjunctivitis (pink eye or other infection)

● Rash

● Excessive nasal drainage or drainage that is green or yellow

● Sore throat

● Open sores

● Excessive coughing

● Lice

If a child develops any of these symptoms while in the classroom, the parent needs to be

contacted to pick them up. This is not to exclude children from our activities, but to protect the

other children and workers from becoming ill.

Medication

● We are unable to administer medications. If a child requires regular medication, the

parent must personally administer it, preferably before check in or after pickup.

● Children with allergies potentially requiring the use of an EpiPen must supply their own.

We will keep it in a safe location accessible to the child’s teacher.

Injury & First Aid

GraceChurch has placed First Aid Kits in the nursery, GraceKidz classroom, and kitchen in the

education building in case of small cuts, bumps, or scrapes. In the event of a serious injury, the

authorized adult should first call 911 then notify the child’s parent/guardian.

If a child is choking, do not hit them on the back. It can lodge the object more deeply in their

airway.  If the child is small enough to safely lift and position head down, do so and use the heel

of your hand to firmly give 5 back blows. If the child is older, have them bend over so you can

administer back blows or position your hands in front of them in the standard Heimlich

Maneuver. The authorized adult should call 911, then notify the child’s parent/guardian. If the

child falls unconscious, begin CPR. Between sets, visually check their mouth for the object. If

you can see the object but aren’t confident you can get it out, do not attempt to remove it.

Return to chest compressions and alternate with back blows if possible.

There is an AED in the main building’s sanctuary and a fire extinguisher in the hallway near the

Fellowship Hall.  The AED is helpful for instructing you through CPR.
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Fire, Shelter, and Evacuation

If the fire alarm goes off, assume there is a fire. Children’s workers should quickly and calmly

guide children to the closest exit. If hallways are inaccessible, windows are to be used as a

secondary exit. Lead the children away from the building, to the front of the parking lot across

from the main building. If you had to exit through windows and you’re on the far side of the

building, gather the children in the grass at the edge of the property closest to the road. Once

you are safe and have accounted for each child, contact the children’s ministry coordinator.

If a fire alarm sounds (or an evacuation is ordered) while parents are in the service, they will be

asked to follow the evacuation route established for the main sanctuary. Parents flooding the

education building will cause considerable congestion and prevent children from being safely

evacuated from the building. Children and parents will be reunited as quickly and safely as

possible.

In the case of severe weather, the shelter-in-place location for children will be the interior

hallway of the education building, away from any windows and with all classroom doors closed.

In the case of an active shooter situation, if you do not know where the shooter is, you will

shelter in place. Close all doors and lock them if you are able. Cover any windows and block the

entrance(s) to your location with anything you can. Spread out within the room and hide if

possible. Call 911; do not assume that someone else has. If you do know where the shooter is

and can evacuate safely, get the kids out as quickly and quietly as you can. As a last resort, if the

shooter is at close range and you cannot flee, attempt to neutralize the threat.

Safety & Security

It is important to GraceChurch that our children are taught in a safe and nurturing environment.

We also desire that our staff and volunteers be protected from any false allegation of

misconduct.

● Each person wanting to work with our Children’s Ministry is required to complete a

screening process that includes a background check and completion of 2 training videos.

More information on this will be found in section VI.

● Before beginning their first shift and once yearly after that, each volunteer must read

and agree to abide by the policies and procedures laid out in this manual.

● Each child must be registered by a parent/guardian before being admitted into the

classroom. This registration must be updated once yearly.

● Children must be signed in by a parent or a volunteer when they enter the classroom

and out when they leave the classroom.  More details will be given in section IV.

● Children found roaming the halls will be escorted to their class or a parent/guardian.

● When children are present, there must be two volunteers available at all times. At least

one of them has to be an authorized adult. This is to protect volunteers from false

accusations and children from possible abuse or neglect. We do have cameras in each

classroom and hallway, but we need to be proactive in regards to child safety and

accountability.
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● In the case that only one adult is present inside the classroom, that adult must be an

authorized adult, and the authorized floater must maintain an unobstructed view of the

entire classroom.

Restroom & Diapering

Staff/volunteers should help a child use the restroom only if the child is 3 years or younger or if

a disability dictates otherwise. If the child does need extra assistance, GraceChurch should have

written documentation of the need for assistance from the parent/guardian. If a volunteer must

enter the restroom, he/she must leave the outer door of the restroom open. If a child is over 3

years of age, the volunteer should check the restroom before the child enters and wait outside

until after the child exits the stall.

● Parents are encouraged to take potty-trained children to the restroom before check in.

● Only authorized volunteers and staff members should take children to the restrooms.

● Only authorized volunteers, staff members, or the child’s parents are permitted to

change diapers.

● Volunteers must wear disposable gloves when changing diapers and must wear new

gloves with each diaper change. Diapers must be disposed of in the provided diaper pail

and volunteers must promptly disinfect their hands and changing area.

● All diapers should be checked and changed (if necessary) before pickup.

● Volunteers are to sanitize or wash their hands as well as the children’s hands after they

use the restroom.

● Volunteers are expected to maintain the safety of any child on the changing table.

o Example: Keep a hand on the child if you need to reach down for something.

Transportation

● When children are being transported in a church vehicle or a personal vehicle for a

church event or an event sponsored by a church group, all passengers must be in

seatbelts and/or appropriate car restraints.

● Children should be accompanied by parents/guardians to activities at GraceChurch. At

this time, the only activity to which parents/guardians are not expected to accompany

children is Vacation Bible School.

● If a child is attending GraceChurch activities without a parent/guardian, then the

parent/guardian must sign the child in and out on the “Shuttle Transportation Form.”
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III. Classroom Management and Expectations

Your first priority is to maintain a safe, welcoming classroom environment. We can create a firm
foundation for classroom management by establishing positive expectations, maintaining
consistent boundaries, and encouraging clear communication. Always practice active
supervision and engage with the children on their level whenever possible.

GraceChurch will provide the necessary lessons and materials each week. Please study the
lesson during the week leading up to your teaching. The more comfortable you are with the
lesson content, the more smoothly the class will run.

Teaching Tips

● Be positive! Look for and praise what you want to see more of. Offer specific praise for

good behaviors or interactions.

● Be enthusiastic! If you're interested and engaged, they will be, too. Make it interesting!

● Maintain an upbeat pace. If you sense them starting to drift off topic, try to bring it back

with a gentle redirection. "Thanks for sharing! Next, we're going to..."

Possible Classroom Rules

● Be respectful.

● Be kind.

● Be safe.

OR

● Respect the building.
● Respect the teacher.
● Respect each other.

OR allow the students to come up with their own classroom rules.

Corrective Actions

● Handle the situation individually as much as possible.

● Redirect the child(ren) to something positive.

● Give a warning (if appropriate). Make it clear to them which rule they are breaking. If

possible, suggest alternative behaviors or responses they can pursue.

● If the warning doesn’t work or you sense they need a more firm approach, separate

them from the group and enforce a brief calm-down period. This time out will last no

longer than their age, i.e. 5 minutes for a 5 year old.

● If the child does not respond well to redirection and/or is being too disruptive to stay in

the classroom, contact the director to let them know of the situation then the parent(s)

so they can retrieve their child. If you do not feel comfortable contacting the parent(s)

directly, let the director know, and they will reach out to them for you.
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Aggressive Behavior

● Biting, hitting, pushing, scratching, and pulling are considered aggressive behaviors and

need to be addressed promptly.

● If a child is being aggressive toward other children or teachers, he/she will need to be

removed from the class. Notify the director then contact the parent(s) to retrieve their

child. If you do not feel comfortable contacting the parent(s) directly, let the director

know, and they will reach out to the parent(s).

Classes

On Sunday mornings, GraceChurch currently offers nursery (infant-age 4) and GraceKidz

(preK-5th grade) during the service, as well as Children’s and Youth Sunday School at 9:30 am.

Official promotion to the next class occurs in August.
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IV.     Volunteer Procedures and Responsibilities

Arrival and Set Up

● PLEASE BE ON TIME! If you’re running late or there is an emergency, contact the

children’s ministry coordinator immediately. It is ESSENTIAL that we have 2 volunteers in

the classroom before any children can be left in our care.

● Volunteers are encouraged to arrive at least 15 minutes before the service’s start time. If

you are leading the GraceKidz lesson, we encourage you to arrive 20-25 minutes early

for additional preparation and prayer time.

● Make sure any materials needed for class are arranged beforehand so that you are ready

to greet parents and interact with the kids as they arrive. We recommend that one

person be prepared to check in children and the other to engage them in activities.

Check In/Check Out

● All parents/guardians of children in the nursery (infant-4) must sign the child in and out.

● It is often beneficial for parents/guardians to complete the check in process quickly.  This

will allow children to adjust to the classroom and lessen any separation anxiety children

may have.

● Teachers or parents will sign children in and out of children’s church/ GraceKidz. One

volunteer should sign children in while the other volunteer engages the children.

● If you are unfamiliar with the child and/or adult coming to get them, either confirm with

your coworker that they are authorized for pickup or ask for identification and confirm

that they are listed on the child’s registration form.

Snacks

● All baby bottles must be pre-mixed. Nursery workers are NOT allowed to mix formulas.

This restriction is for the child’s protection.

● A light snack is provided in both the nursery and children’s church. This is typically a

small bottle of water and one serving of a pre-packaged snack.

● If a child has allergies, please have the parent note this during check in.

● Children’s hands should be washed and/or sanitized before eating snacks.

● Children will be served after they are seated quietly. Children cannot walk around with

snacks or filled cups. This is to prevent spills as well as possible cross-contamination.

● All trash must be discarded after snack time. Leftovers may go home with the child.

Departure

● After all children have been picked up, return classroom supplies to cabinets and sanitize

tabletops.

● Make sure to take out the trash and put in a clean trash bag.

● Vacuum the floor around the snack table(s) if needed. Turn off all lights.
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General

● Personal belongings will be kept out of reach of children.

● Please limit cell phone use. Preferably, they should be visible only if cell phone use is

related to the lesson or in an emergency.

● If you want to bring edible treats or special snacks, the children’s ministry coordinator

must approve them in advance. Ask ALL parents if there are any objections or allergies.

Personal Conduct

Staff and volunteers are asked to refrain from engaging in any immoral conduct or activity, not

out of fear of judgment or to maintain an appearance of holiness, but in obedience to God and

as part of an active, growing relationship with Him.  This does include (but is not limited to)

posting questionable or inappropriate messages or material via internet social media, the

content of which could discredit the volunteer, ministry, and/or GraceChurch of Columbia.

If at any time you feel that you have become ineligible for service due to a moral failing or

personal conviction, it is your responsibility to arrange a meeting with the children’s ministry

coordinator or a pastor of GraceChurch. This meeting will not automatically result in removal.
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V.      Parental Responsibilities

Parent Volunteers

We encourage parents to volunteer in our children’s ministry. If you are interested, please speak

with our children’s ministry coordinator or email her at heather@gracechurchcolumbia.org to

get started.

Alerts & Requests

● If your child has any allergies, special needs, or health conditions, please note them on

the registration form as well as notifying your child’s teacher at check in to ensure that

your child’s teacher is aware.

● Please take your child to the restroom before you sign your child in.

● To eliminate confusion and crowding, we ask parents to stay out of the classroom areas.

● In the event that we need to contact you while in the church service, you will either

receive a text or an usher will come alert you during the service.

● In the event that we need to contact you while you are off church grounds (for instance,

during VBS), you will receive a text or phone call.

Items You Bring

● Please make sure that all of your child’s belongings are clearly labeled (i.e. diaper bags,

cups, bottles, pacifiers, coats, etc.)

● We recommend that your child leaves toys and lovies at home. These items can be easily

lost and often cause conflict between children.
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VI.        Becoming a Volunteer

Prerequisites to Service

Anyone interested in serving with the children’s ministry at GraceChurch of Columbia must be a

follower of Jesus Christ. To begin the volunteer approval process, each person must complete

the following steps:

● Online Application/ Background Authorization

o All individuals 18+ interested in serving must be able to pass a background check.

o This online application and free background check can be found at

http://gracechurchcolumbia.org/get-involved under the section labeled

“Working with Children/Youth."

o To complete the application, you will need to list addresses and other personal

contact information, as well as contact information for any other churches you

may have regularly attended during that time.

● GraceChurch Children’s/Youth Screening Video

o This video is part of the required training for all potential children’s/youth

volunteers and staff workers. The video covers items specific to the GraceChurch

of Columbia Children’s Ministry and Youth Program Workers Screening Policy.

o The video can be found on our website or youtube with the following links:

http://gracechurchcolumbia.org/get-involved

https://www.youtube.com/watch?v=GWcSL3MIhPc&t=1s

● Training Video and Quiz

o After completing the application for the background check, you will receive an

email invitation from ProtectMyMinistry.com for an online Child Safety training

course.

o This video is approximately 45 minutes long and can be viewed in segments.

o After watching the video, you must pass the 25 question quiz. You can retake the

quiz as many times as needed to obtain a passing score.

o Google Chrome is the recommended internet browser for the video training. The

training will also work on mobile devices (apple and android) that have the more

current updates.

If, for any reason, you would prefer to use a computer at the church to complete the screening

video, application and background check, or video training and quiz, please email

contact@gracechurchcolumbia.org or heather@gracechurchcolumbia.org to set up a time.

Once you have successfully completed these three steps, we will contact you for your

availability and possibly an introductory meeting. You will be given a copy of this handbook and

asked to read and review these policies and sign your agreement to follow them.

You will be considered an “Authorized Adult” after you have either been a church member for 6

months or a regular attender for a year. This is true for all staff and volunteers.
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Scheduling

● The schedule will be released at least 2 weeks in advance.

● Once a schedule is published, any changes need to be made with the knowledge and

approval of the children’s ministry coordinator.

● If you know in advance that you won't be able to work as scheduled, please give as

much notice as possible. If you arrange for someone to cover to fill your spot, please

include that information as well. It is appreciated if you would try to find a substitute.

● If you're running late or will be absent that day, contact the children’s ministry

coordinator as soon as possible. If you don't receive a response in a reasonable amount

of time, please call GraceChurch at (803)255-0120.

● If you need to step off the schedule for any length of time, please notify the children's

ministry coordinator as soon as possible.

Training/Continuing Education

All children’s workers will be offered regular training to better equip them to minister to the

children of GraceChurch. Trainings will be offered twice a year, generally in January/February

and July/August. Workers who have previously been with GraceChurch’s children’s/youth

ministry program have to attend once a year. However, all children’s/youth staff and volunteers

are encouraged to attend both trainings.

If you have any specific concerns or questions regarding GraceChurch's children's ministry

program, please speak with our children's ministry coordinator or email her at

heather@gracechurchcolumbia.org.
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I have read and understand the policies, procedures, and guidelines outlined in GraceChurch of

Columbia’s Volunteer Handbook.

I agree to abide by these policies, procedures, and guidelines.

________________________________________ _______________________

Printed Name Date

________________________________________

Signature
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