
Midtown Kids  
Policies and Procedures 

These policies and procedures were reviewed by attorney, 
 Jennifer Hammond (attorney bar # 35245-29) on January 15, 2020 

 
Acknowledgement Form Receipt of and Adherence to Policies and Procedures 

 
I, ____________________________________, have carefully read and understand the 
information contained in the Policies and Procedures of Midtown Church’s Children’s 
Ministry. I not only agree to adhere to the policies set forth in this document, but I also 
understand that confidentiality is of utmost importance when working with children and 
families. I agree to hold in confidence any information I obtain in the course of service 
and not disclose an individual’s confidences to anyone, except in the following 
circumstances:  
 

● As mandated by law 
● To prevent a clear and immediate danger to individuals 
● Where I am compelled to do so by a court or pursuant to the rules of a court 

I also agree that, should an issue arise between myself and a parent or another 
volunteer, I will notify the Children’s Director and follow the guidelines set before us in 
Matthew 18:15 and will go directly to the person in question to talk with him or her. 

I agree to complete the provided ProtectMyMinistry.com Application Form emailed to 
me by the Director of Children’s Ministries and the video training that accompanies it. I 
understand that I will not be approved to work with children at Midtown Church until I 
have completed the screening process.  I also understand that Midtown Church uses 
security cameras to ensure the safety of all children, and that the classrooms are under 
video surveillance.  

 

__________________________________  _________________ 

Signature Date 
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Adult Commitment to Honor Policies  
 
Preparation for my service 

● I agree to inform the Children’s Ministry Representative (CM) at least 48 hours             
in advance if I cannot fulfill my volunteer time slot. I will try to help him/her find a                  
substitute. If I exhibit any of the conditions listed in the church’s Health/Illness             
Policy, I will reschedule my shift.  

● I agree to arrive 20 minutes prior to the scheduled hour in which I am to 
work. I will remain in my assigned room until my replacement arrives or until 
all of the children are picked up. I will fulfill the responsibility for which I 
have volunteered with excellence.  

● I agree to adequately prepare myself for the tasks involved in this 
responsibility, including attending training sessions, and preparing for the 
weekly lesson and scripture passage. (In the week prior to when you are 
scheduled, an email will be sent with a description of the Bible lesson and 
activity).  

 
On my day of service, I WILL: 

● I will NEVER be alone with a child. I will follow the two adults to a room 
policy at all times. I understand that this is for the protection of the child 
as well as for my own protection.  

● I will wear my name tag at all times.  
● I will dress appropriately for the task at hand, keeping in mind the example 

I am to the children. I understand that I may be up/down off the floor and 
will wear comfortable clothes.  

● I will greet each parent and to personally receive each child. I will label any of 
his/her belongings so they are not misplaced or forgotten.  

● In case of emergency, I will notify the Children’s Ministry Representative. I will 
NOT  administer first aid without authority/instruction to do so and I will wear 
latex gloves when blood is involved. I will also notify the greeter so they may go 
get the parent. Choking and CPR (following posted procedures) require 
immediate action and I will bypass the necessary authority/instruction in these 
cases. I will fill out all necessary paperwork, including the church’s Incident 
Report for each occurrence, under the supervision of the CM representative.  

● I will follow posted clean up procedures for my room once all of the children are 
picked up and prior to my leaving.  

● I will wash my hands or use hand sanitizer when I enter and leave my assigned 
room, and/or when I wipe a nose.  

2 



 
On the day of service, I WILL NOT: 

● Use my cell phones, and keep it muted. 
● Bring guests, gifts/candy/treats, gum, food or drink of any kind into the 

classroom. 
● Be alone with a child in any place at any time nor will I take pictures of the 

child(ren). 
● Physically discipline a child and will contact the Children’s Ministry Director if a 

disciplinary issue arises. 
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Volunteer Application Process 

Because we love children and desire to protect them, Midtown Church requires all 
volunteers and hired childcare providers working with children to complete the following 
application steps:  

1. Application: All children’s ministry volunteers and hired childcare providers must 
complete the Volunteer Application, signing the Consent to Background Checks, 
and complete a Protect My Ministry Sexual Abuse awareness training video/quiz.  

2. Policies & Procedures: Volunteers and hired childcare providers are required to            
review the policies contained in this manual and sign the last page indicating that he               
or she has read and understood the material and agrees to comply with policy              
requirements.  

3. Criminal History Check: Midtown Church subscribes to, pays for and uses the 
services of a reputable public data-screening firm in order to check the background of 
all volunteers, paid childcare providers and employees for possible criminal history 
and/or registered sex offender information. Individuals who have been arrested for, 
charged with, are on deferred adjudication or regular probation for, or have been 
convicted of sexually oriented or sex related crimes, either misdemeanor or felony, 
CANNOT serve in any area of children’s ministry.  
 
4. Child Sexual Abuse Training: After your application is received a Protect My 
Ministry video/quiz link will be emailed to you. The video/quiz takes about 1 hour to 
complete and confirmation of completion is sent to the church administrator. If the 
video/quiz is not completed you will not be allowed to serve. 

5. Interview: All volunteers and hired childcare providers must be willing to submit to 
an interview by the Children’s Ministry Director.  

Midtown Church reserves the right to revoke any volunteer’s or paid childcare 
provider’s ability to serve/work in any ministry involving children with or without notice 
at any time for any reason or for no reason at all.  
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Child to Adult Ratios 

Two Volunteer Policy – No child should be checked into a room where less than two 
adults (not married or related) are present. If necessary, we will ask the parent to stay 
until the other staff arrives. This is for the safety and protection of both the children and 
our volunteers. If for any reason you need to leave the room, ask the floater/security 
person to fill in for you prior to leaving the room.  

It is always our goal to provide a comfortable adult to child ratio in every classroom. All 
ratios are set relative to the age of the children in the class and the guidelines most 
appropriate for our facilities and purpose.  

In working to ensure not only a safe environment for the children in our care, but also a 
pleasant experience for our volunteers and hired childcare providers, we will be diligent 
in making sure there are enough volunteers to handle the number of children in any 
given room. The following is a guideline we will use to ensure adequate coverage:  

 
AGE Adult:Child  

0 – 12 months 1:3  

12-24 months 1:4 

2-3 years 1:6 

3 – 4 years 1:8  

5 – 10 years 1:15  
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Policies and Procedures in the Classroom 

If you notice any unfamiliar person in the classroom, please ask his or her 
identity and notify the Children’s Ministry leadership.  

A parent should be called from service in the event that a child is completely 
inconsolable (after at least 10 minutes in our care), ill, injured, has a disciplinary issue, 
or is a danger to him or herself or other children.  

1. Parents are to be notified and an “Incident Report” (Appendix B) completed as 
soon as possible in the event that an injury has occurred in the classroom, 
including but not limited to incidents of biting (see Appendix C for Biting Policy). 
Each report should be completed, signed by a parent and turned into the 
Children’s Ministry Director. 
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Diapering and Restroom Policy 

Diapering 

To provide the best care for children, the diapers of all infants and toddlers should 
be checked, and changed if necessary, before the end of service. If a child will be 
present in the class for more than one hour, the child should be changed at least 
once, or as needed.  

It is our policy to only allow female adult volunteers or parents to change diapers. 
Instructions for changing diapers will be posted next to the diaper changing 
station.  

Change all diapers in full view of other classroom leaders and only on designated 
changing stations.  

Be sure to have all supplies ready and with you before placing a child on the changing 
pad. No child should ever be left unattended on the changing pad.  

With each diaper change, wear a new pair of gloves, place a new disposable 
changing pad down, throw away disposable changing pad after use, clean the area 
with a disinfectant wipe, wash hands or use hand sanitizer after each diaper change. 

 

Restrooms - Ages 2-3 

Parents should be encouraged to take their children to the restroom prior to the 
start of class.  

When a preschool child needs to use the restroom, a female adult should escort them 
to the door of the restroom, assist them in the open doorway with any clothing or 
undergarments, and let them go into the restroom on their own.  

If a child needs assistance, enter while keeping the door propped open. Be sure to 
wash both your own hands and the child’s hands before leaving.  

In the event that a potty-training child has an accident, please call the Children’s 
Ministry leadership. The child’s parents will be called from the service to assist and 
comfort their child.  
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Restrooms - Ages 4 - Elementary 

Parents should be encouraged to take their children to the restroom prior to the 
start of service.  

Walk with the child to the Women’s Restroom. If the child requires assistance with 
clothing, the volunteer may assist at the propped open door. If the child requires further 
assistance, the volunteer may enter, while keeping the bathroom door propped.  

If the child requires no assistance, the volunteer should wait outside the bathroom 
stalls. 

In the event that there are developmental issues or accidents requiring adult 
assistance, please notify the Children’ Ministry leadership for assistance and 
supervision.  

Boys are not allowed into the Men’s restroom alone; one boy may enter with a female 
adult volunteer, or two boys may enter at once. The female adult volunteer should 
crack the door and announce her presence before entering the Men’s restroom.  

If there is only one leader with the child’s small group (always two adults per room), 
Children’s Ministry leadership should be called to assist.  
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Appendix A: Sexual Misconduct Prevention Policies 

Midtown Church has a zero-tolerance policy for sexual abuse and misconduct. As 
such, the following policies and procedures are in place to safeguard against sexual 
abuse and misconduct especially within the realm of Children’s Ministry. 

Policy #1 The Selection and Screening of Volunteers and Paid Workers 

● All volunteers and workers must have an up-to-date background check on file. 
Background checks are valid for three years before they need to be renewed. 

● All volunteers and workers must have watched the Child Safety Training Video 
and received a passing score on the accompanying quiz. 

● All volunteers must have read and understood the complete Midtown Kids 
Policies and Procedures Document and signed their agreement to consent and 
abide by everything presented within the document. 

● Applicants who have been convicted or have plead guilty to criminal charges of 
sexual abuse or molestation or child endangerment will NOT be placed in 
positions working with children or youth. 

● In addition to the procedures listed above, volunteers must meet these other 
qualifications: 

○ Be a born-again believer in Jesus Christ 
○ Be a growing disciple of the Lord Jesus 
○ Be in regular attendance at weekly worship services 
○ Be at least 14 years of age to volunteer without their own parent’s 

supervision 

Policy #2 Supervision of Volunteers and Paid Workers 

● The Children’s Ministry Director or a Children’s Ministry Representative will be 
available at all times to assist, supervise and direct volunteers and paid 
workers. 

● Two adults who are not married or related are to be present at all times in 
rooms as long as any child is present. 

● Rooms are equipped with a window in the door whenever possible. If a door 
window is not possible, the door must be left open. 

● Video cameras will be present in all classrooms to further help monitor 
classroom activities. 
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Policy #3 Nursery Safety 

● Two adults who are not married or related must be present in the room when 
any children are present. 

● Only adult female volunteers may help with diapering and restroom needs. Any 
diapering should take place in the classroom on a designated changing table. 
The volunteer should wear new disposable gloves with each diaper change. 

Policy #4 Child Protection Policies 

● Two adults who are not married or related must be present in the room when 
any children are present. 

● Only adult female volunteers may help with restroom needs. A female adult 
should escort them to the door of the restroom, assist them in the open doorway 
with any clothing or undergarments, and let them go into the restroom on their 
own. If a child needs assistance, enter while keeping the door propped open. If 
the child requires no assistance, the volunteer should wait outside the bathroom 
stalls. 

Policy #5 Reporting Child Abuse 

● When a report should occur: 
○ Midtown Church will follow Indiana’s mandatory reporting law. If it is 

suspected that a child is abused or neglected, the volunteer must report 
the suspicion to the Children’s Director AND directly to the Indiana 
Department of Child Services’ Child Abuse and Neglect Hotline. 
Reporting suspected cases is to ensure the safety of all kids who 
participate in Midtown Kids.  

● The following information needs to be collected for a report per the Indiana 
Department of Child Services: 

○ Who was involved 
○ What occurred 
○ When and where it occurred 
○ The extent of any injuries sustained 
○ Any other relevant information 

● Procedure when possible abusive or unhealthy activities are suspected: 
○ Volunteer should immediately alert the Children’s Ministry Director if any 

abusive or unhealthy activities are suspected.  
○ The volunteer will be asked to document in writing what suspected abuse 

has occured.  
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○ The Children’s Ministry Director will immediately bring the information to 
the church leadership (i.e. Elders on Session). 

○ The Children’s Ministry Director and the Elders on Session will 
investigate the situation, with every consideration for privacy and 
confidentiality. 

○ The incident and all efforts to deal with it should be thoroughly 
documented in writing. 

○ If appropriate, the Children’s Ministry Director or an Elder on Session will 
inform the Indiana Department of Child Services (1-800-800-5556) 

Policy #6 Responding to Allegations 

Midtown Church will take all allegations seriously. Midtown Church will take the 
following steps to respond to all allegations: 

● The incident should be immediately reported to the Children’s Ministry Director. 
● The Children’s Ministry Director will report the allegation to the Elders on 

Session. 
● Midtown Church will report the incident immediately to church’s attorney and 

insurance company. 
● Following the guidance of the church attorney and submitting to Indiana State 

Mandatory Reporting Laws, the appropriate civil authorities will be notified. 
● Parents will be notified by the Children’s Director or an Elder on Session to 

make sure the victim is safe. An Elder on Session will reach out to the victim 
and his or her family and offer pastoral care and counseling. 

● The safety of the child will be confirmed before the accused is confronted. 
● Any accused individual will be treated with dignity and support. If the accused is 

a paid worker or volunteer, he or she will be immediately removed from his/her 
position until the investigation is complete and a decision is reached as to 
whether or not the removal is permanent. 

● The church will document, in writing, all steps taken in responding to the 
incident. 

● In the case of any investigative questions from law enforcement or social 
services, the church leadership will only answer questions in the presence of 
their attorney. 

● Designated spokesperson to represent church: __Bill Regan_________ 
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Appendix B: Midtown Kids Incident Report 
 
Instructions 
Complete this report under any of the following situations: 

A. A child becomes ill or receives an injury that requires First Aid or medical 
treatment; 

B. A child either bites or is bitten by another child; 
C. A child receives a bump or blow to the head or any other visible injury 

(regardless of treatment); 
D. 911 is called and/or a child is transported by ambulance; 
E. An unexpected incident occurs that jeopardizes the safety of a child, such as a 

child that is left unattended or a child is exposed to a threatening person or 
situation; 

F. There is an allegation or reasonable suspicion of abuse of a child. 
*** Consult Indiana Mandatory Reporting Laws and follow the steps outlined in 
Midtown Kids Sexual Misconduct Prevention Policies; OR 

G. Any situation that you feel warrants the completion of an incident report. 
 
Form 
 
Date of Incident: _____________________ Time of Incident: __________________ 
 
Name and Approximate Age of Child Involved (One report per child): 
 
 
 
Nature of Injury/Incident: 
 
 
 
Location of Incident: 
 
 
 
Description of Incident: 
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Did you directly witness the event? (Circle one): YES NO 
If you circled NO, who witnessed or reported the event to you? 
 
 
 
What actions were taken in response to the event? (i.e. administered first aid, notified 
parents, etc.) 
 
 
 
 
 
 
 
Names of any other adult witnesses: 
 
 
 
Parent Signature: __________________________________________ 
 
 
 
Printed Name of Person Completing this Report: _______________________________ 
 
Telephone Number: _______________________________ 
 
Email: __________________________________ 
 
Signature: _________________________________________ 
 
Date: ________________________ Time: 
______________________ 
 
 
 
Signature of Midtown Kids Director: ______________________________________ 
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Date: _________________________ Time: 
______________________ 

 
Appendix C: Midtown Kids Biting Policy 

 
While biting is often a form of communication for toddlers, Midtown Kids takes biting 
seriously to protect the safety of all children and staff involved. If a child is bitten, the 
following steps will be taken: 
 

For the child that was bitten:  
1. First aid is given to the bite. It is cleaned with soap and water. If the skin is 
broken, the bite is covered with a bandage. 
2. Parents are notified.  
3. An incident report is completed (one per child involved). 
 
For the child that bit:  
1. The teacher will firmly tell the child “No! Do not bite!”  
2. The child will be placed in time out for no longer than the child’s age (one year 
old, one minute).  
3. The parents are notified. 
4. An incident report is completed (one per child involved). 
5. If the child has bitten more than three times in 6 months, the parents will meet 
with the Midtown Kids Children’s Director to develop a plan to help modify the 
child’s behavior in the classroom. If biting becomes excessive, the family may be 
asked to temporarily remove the child from the classroom. 
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