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“I, wisdom, dwell with prudence, and I find knowledge and discretion.” Proverbs 8:12 
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PREAMBLE 

This manual sets out the best practices employed by Thru the Roof (TTR) Ministry to 

ensure our safe return to Life Bible Study (LBS). 

Purpose 

Gathering with our fellow believers is core to the Christian faith. Since the suspension 

of in-person worship and Bible study due to the Coronavirus our staff has diligently 

been praying, studying, networking and planning for the reunion of LBS classes. Our 

hearts crave togetherness yet, it is imperative that we do so safely. The following best 

practices are provided to aid TTR families in making an informed decision on their 

return to church and to ensure compliance by our entire community to these standards. 

Safety First 

Safety, both physical and emotional, has always been a primary focus in how we do 

ministry. We are committed to taking all reasonable measures to keep our precious 

ones healthy and make their return to TTR a warm, positive experience. 

Parental Discretion 

While extensive steps have been taken to mitigate the risks of meeting in-person, 

some risk remains. Parents are best placed to understand the needs of their children. 

You must use your best judgement in making the decision when it is safe for your 
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family to resume attending TTR. Please do not substitute the judgment of others to 

keep your family safe. 

PREPARATIONS 

Facilities  

• All spaces have been stripped of non-essential materials 

• Spaces have been cleaned and disinfected 

• Room capacities have been determined based on social distancing standards and 

the expectation that TTR friends will be unable to exercise self-control 

Supplies 

• All supplies required for resumption of LBS have been identified and procured.  

• These include adequate quantities of cleaning/disinfectant products, gloves, masks, 

hand sanitizer, trash bags, baby wipes, and signage.  

Staffing 

• Each LBS hour will require a minimum of 16 staff and/or volunteers to maintain 

one on one support in our classrooms. 

• Our ability to properly serve our friends is dependent on sufficient volunteer 

support. 

• Insufficient volunteer support may result in class capacities being further reduced. 

Program 

• LBS will resume with a “one hour” format to keep class sizes small and permit 

more friends to attend.  

• Each Sunday class will consist of a Bible lesson, craft, worship and play time.  

• The TTR playground will be closed to avoid cross-contamination among multiple 

classes. 

Communication 
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• With the release of return dates TTR will issue a series of clear, concise 

communications to staff, volunteers and families.  

• All protocols and guidelines will be provided well in advance of LBS return. 

Updates will be provided as needed.  

• TTR staff will be available to timely respond to all questions. 

Training 

• All staff and volunteers will be trained on new protocols and guidelines via 

online or in-person training sessions prior to the resumption of LBS. 

• Ongoing training will be provided as those standards may evolve. 

Registration 

• Families desiring to attend LBS will be required to register each week for the 

coming Sunday.  

• A pre-registration form will be set up on check-in software. Registration will be 

open from Sunday at Noon to Thursday at Noon prior to the coming Sunday.  

• Families will register children and a staff member will place each child in a 

class based on age and room ratios.  

• The only families who will be able to check in on Sundays are those who 

have pre-registered.  

• Currently, our check-in software doesn’t have an option for remote check-in, but 

the developers are working on developing one. 

Process 

• Set up registration on check-in software. Limit registration to three children per 

classroom. Exception: Cliff and Grove are not limited.  

• Two adults are mandatory for each classroom with three being optimum.  

• Send link out to families via email, text, Facebook, and website. 

Other Registration Guidelines 
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• Send out communication in advance that includes the screening questionnaire.  

• Families are required to fill out questionnaire ahead of time if they plan on 

dropping their children off.  

• Questionnaires are done through registration and linked to check-in software, so 

we have documentation on file.  

 

Staff & Volunteers Responsibilities 

• All staff, employed teachers, and volunteers will be required to complete a 

questionnaire to determine if they have been exposed to COVID-19.  

• All staff and volunteers who have been exposed to COVID-19 may need to 

have a doctor note clearing them for entry (CDC recommendation). 

• Upon every entry into the facility all staff and volunteers will need to go 

through a screening process which will include a temperature check and visual 

inspection of symptoms.  

• After health screening staff members should report to the coordinator to be 

clocked in. At the end of programming, they will report to the coordinator to 

clock them out. 

Family Responsibilities 

• The Thru the Roof Ministry at Houston’s First is making every effort to provide 

a safe environment for re-entry into programming.   

• Taking personal responsibility for knowing and following the safety guidelines and 

procedures is a must for every parent.  

• If you choose to utilize our classes for your children, it is vital that you accept 

the responsibility to follow every guideline and procedure. 

• Read this material carefully and get a clear picture of the changes that have 

been instituted.  

• Know and understand what is required of you. 
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• Basic hygiene: bring children who have had baths and are wearing clean 

clothing. Long hair should be pulled back away from faces. Open sores must 

be covered with a bandage. 

• Set your children up for success: snacks will NOT be served in the TTR Suite 

at this time. Feed your children before they come, even giving them a snack 

on the way to church is helpful to give them energy during programming. You 

might also consider having a snack ready for them after programming. 

• Help out TTR and our church by thoroughly analyzing the appearance of any 

medical condition for yourself, your child, or any member of your family before 

you come. A cough or runny nose could be allergies, but in this environment 

(and for the safety of all, regardless of the cause) any medical symptoms are 

not acceptable. Also, if there has been any sickness or fever in your home 

during the prior week, out of caution, be responsible and choose not to attend. 

Pre-existing conditions should be discussed with the staff at an earlier time so 

they may be addressed carefully. 

• To be admitted into programming, parents must pre-registered online.  Staff 

members will confirm your registration at check-in. This will allow the whole 

church to plan and social distance as best as possible knowing everyone that 

will be attending programming. Only pre-registered families will be admitted into 

the TTR Suite. Visitors will be admitted on a case-by-case basis due to 

capacity restrictions. 

• Temperature checks and screening questions will take place before you enter 

the Suite (Room 332 for Cliff class).   

• Graciously accept your leadership’s decisions about medical concerns. Please do 

not take it personally or be offended if leadership questions a runny nose, a 

rash, a cough, or a fever.   

• A Ziploc bag and marker (for labeling) will be provided for each family. Epi-

pens and seizure Rx will be turned into the nurse on call and put in their own 

Ziplock bag. Only diapers, emergency clothing, and adaptive devices will be 

permitted to be brought into the classroom. No food, drinks, coats, jackets, 
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jewelry, hats, loveys, or ribbons will be allowed. No strollers will be permitted. 

Strollers may be parked outside the suite in the designated area.  

• Only one parent will be permitted into the Suite to reduce traffic and 

congestion. A staff member will assist those in need of help. We ask the 

parent to enter and exit the Suite as quickly as possible.  

• A personal cell phone is required and must always be available in case TTR 

needs to contact a parent. When TTR staff sends a text to a parent to pick up 

their child for a safety reason, the parent must come immediately, pick up the 

child, and leave the building.  

• Follow the drop-off and pick-up times carefully.  

• No handouts will be sent home. All communications will be sent via email, text, 

Facebook, and website.  

• Once you have exited TTR, we remind parents to wash everyone’s hands as 

well as change and wash the children’s clothes when you get home. 

IN PERSON MINISTRY 

Drop-off/Check-in Protocol 

• You must pre-register to attend LBS. We will not be able to accommodate 

walk-ups. First time visitors will be permitted to attend if space permits. 

• Doors will open to receive our friends who have registered 15 minutes prior to 

their reserved class. 

• Pre-registered friends (other than Cliff class) should come to the third floor and 

await staff to open the door to receive them. The TTR sign will light the way! 

• Pre-registered friends in the Cliff class should go to Rm. 332 and await staff to 

receive them. 

• A parent/guardian must accompany all friends (other than Grove Class) until 

checked-in and screened by staff. 

• Please observe the social distancing markers located in the main hallway while 

waiting in line. Friends will be allowed through the main doors one at a time 

for medical screening and check-in. 
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• Friends and families must be screened immediately upon entering the TTR Suite.  

• Parents will be asked a brief series of health questions regarding their child and 

family. 

• Temperatures and a visual inspection for symptoms will be taken (flushed face, 

cough, shortness of breath, etc.). 

• If cleared, you will then move to the check-in table located across the interior 

double doors of the suite. 

• At check-in, staff will provide a table with plastic bag and marker (for labeling) 

as well as a list of approved contents. The bag should contain only what is 

permitted inside the TTR Suite. The table will be sanitized throughout drop-off. 

• Epi-pens and seizure meds, if any, will also need to be put in their own 

individual Ziplock and left with the Medcare nurse.  

• TTR staff, wearing nitrile gloves, will request your phone number and enter it on 

your behalf at the check-in station. The printed name tag will be placed on 

your child and the pick-up card will be handed to the parent.  

• The child will then be escorted around the table and to his/her classroom to 

meet their teacher. 

• Check-in kiosks, desk, and door handles will be cleaned at and after drop-off.  

Pick-up Protocol 

• Parents are asked to pick-up their child immediately after their worship service 

or LBS class dismisses. 

• Parents will line up in the main third floor hallway outside the TTR Suite 

maintaining social distancing. Floor signage will be placed to assist. 

• Parent will provide their pick-up tag and their child will be brought to them at 

the main doors. 

Classroom Protocol 

• Time in class will contain the familiar elements of Bible lesson, worship, craft 

and play time.  
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• Staff and volunteers will make every reasonable effort to maintain social 

distancing among our friends but, as a practical matter, parents should expect 

their child to be in closer proximity than six feet often during their LBS.  

• Hands will be washed upon arrival, after toileting, in preparation for pick-up and 

any time they are dirty or have touched common items.  

• Toys and materials used will be bagged immediately after use and disinfected 

prior to future use. 

Schedule 

• At this time all NextGen LBS, including TTR, will offer one-hour programming 

only. 

• Simply put, “One Hour Programming” refers to one of the two program times 

scheduled each Sunday: Life Bible Study and congregational worship.   

• Historically, First Friends (Preschool/Kindergarten), First Kids (Children), and Thru 

the Roof (Special Needs) ministries have been designed to host our young 

friends for both the LBS and worship hours on Sundays.  

• However, due to social distancing limitations as we regather, our young friends 

may only attend either the 9:15a the 10:45a or the 6:30p Life Bible Study “hour.”   

• At the end of that hour children will need to be picked up.  

• They may, of course, attend  congregational worship during the other hour with 

their families. 

• This is to minimize the duration of any possible exposure and permit double the 

number of friends to attend LBS. 

Food & Snacks 

• Consumption of food and liquids presents a high risk of contamination. 

• Children often reach for their friend’s food and should not be encouraged to put 

their hands on or near their mouths in the LBS environment.  

• Accordingly, no snacks or drinks will be permitted nor provided until further 

notice.  
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• Friends with feeding tubes may discuss alternatives with staff if feeding during 

LBS is necessary.  

• We strongly encourage parents to feed and water children immediately prior to 

drop-off and again after pick-up to help their children be the most successful at 

church. 

Diapering/Toileting 

• Diapering and toileting assistance will be provided by the Medcare nurse and 

paid staff.  

• Child Protection Policy will still be enforced.  

• Gloves and masks will be used, and all surfaces thoroughly sanitized and 

disinfected before others use the bathroom/changing table. 

• Further details are provided in medical procedure. 

Cleaning/Hygiene Protocol 

• All TTR classrooms and common areas have been disinfected with the 

antimicrobial CoverShield which creates a non-toxic polymer barrier and acts on 

microbes mechanically.  

• We have removed porous and difficult to clean non-essential materials. 

• Tables, chairs, sinks, door handles, toys, toilets, door handles, check-in stations 

and kiosks will be cleaned and sanitized before and after each LBS hour and 

as need arises.  

• Weighted blankets, toys and any other materials used will be bagged and later 

disinfected for the following week. 

Symptom Monitoring & Isolation 

• After friends are screened and checked in, staff and volunteers will monitor their 

health.  
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• If a friend displays symptoms or communicates health concerns they will be 

immediately escorted to the Sensory Room (located in the TTR Suite) and 

isolated from other friends until picked-up by their parent.  

• Child Protection Policy standard of supervision by two adults must be 

maintained.  

• A staff member will contact the parents by cell phone and advise them to pick-

up their child.  

• Parents are expected to monitor their phones for call and texts and timely 

respond to TTR communications, pick up their child and exit the building as 

soon as is practicable.  

Dealing with Symptoms, Exposure or a Positive Test for COVID 

Communication with parents: 

If there is evidence that a child or adult leader  

• is displaying symptoms while attending NextGen programming OR 

• attended NextGen programming after coming in contact with someone with 

COVID  

 

we will contact parents by email as soon as possible. Parents of any child who was 

potentially impacted by that person will be contacted.   

In the case of a Positive COVID test for an adult leader or child, the entire ministry 

(as well as any ministry containing siblings/children of the infected person) will be 

notified. 

If you are notified in any of these situations, please pay careful attention to your child, 

checking for symptoms and contacting your doctor if you have questions or concerns.  

If any symptoms occur or your child does test positive for COVID, please contact your 

child’s ministry immediately.  Please ensure your child’s ministry has the most current 

email address and cell phone number. 
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What if someone shows symptoms while at church? 

If a child or leader exhibits any of the following symptoms: 

- Fever (greater than 100o) 

- Persistent cough 

- Shortness of breath 

 

Or TWO or more of these symptoms: 

- Chills    - New loss of taste or smell 

- Muscle pain   - Diarrhea 

- Repeated shaking with chills - Trouble breathing 

- Headache    - Persistent pain or pressure in the chest 

- Sore throat   - Bluish lips or face 

- Vomiting 

 

. . . they will be asked to leave the building for everyone’s safety.  In this situation, 

parents of that child will be contacted to come and get their child to take them home.  

Appropriate contacting of parents will take place. 

What additional steps will be taken if symptoms, exposure or a positive test occurs? 

• Regular cleaning and disinfecting of facilities, chairs, play areas, toys and 

surfaces will take place regardless of reports.   

• If a report of possible exposure or infection takes place, additional disinfecting 

methods will be used to ensure your child returns to a clean environment.   

• Anyone that shows symptoms, came into contact with an infected person or 

tests positive for COVID will be asked to stay home for at least 14 days or, in 

the case of a POSITIVE test result, a NEGATIVE test result for COVID must 

be received before returning. 

• Parents will be kept updated as new information comes available. 
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FINAL CONSIDERATIONS 

Implementation, Review and Amendment 

• These protocols will be implemented commensurate with the resumption of LBS 

meetings.  

• Periodic reviews will be conducted to gauge their efficacy to achieve our stated 

objectives.  

• As experience and circumstances dictate, they may be amended. If amended, 

those changes will be communicated, and training conducted as previously 

outlined. 

Parental Aids for Return to In-Person Life Bible Study 

The return to in-person LBS has the potential to be challenging to our TTR friends. 

The pandemic has induced trauma to each of us in some degree. Given that and our 

friends’ typical challenge to transition, TTR is providing the following materials to aid 

your family’s return: 

• Video Guide for Parents 

• Video Guide for TTR Friends 

• Social Story for TTR Friends 

• This Best Practices Guide 

*** END OF DOCUMENT *** 


