
Independent Contractor 
Technical Directions Manual 

 
Lakeside Christian Church (LCC) Childcare Provider Scope of Work 

 
Our mission for Lakeside Kids and its extending ministries including childcare is 
to support and walk alongside the families at Lakeside Christian Church through 
their child’s life. We believe the two combined influences of the heart of the 
family and the light of the Church have a great impact on the life of a child for 
Jesus Christ. 
 
We articulate and live these beliefs by: 

• Caring for the children who attend childcare by having safe practices and 
providing a loving and appropriate environment. 

• Seeking to not only provide oversight, but to have positive interactions 
with each child through playing, singing, and other fun and age-
appropriate activities and care. 

• Respectfully and positively interacting with the parents and/or guardians 
of the child(ren) who participate during childcare. 

• Honoring at all times that we are representing God, THE CHURCH and 
Lakeside Christian Church, and that our behavior and choices should 
remain above reproach. 

 
 
 
 
Coordinator Contact Information 
 
Lisa Schell Lisa.Schell@lakeside.org 
 



LAKESIDE/INDEPENDENT CONTRACTOR RELATIONS 
All childcare providers are Independent Contractors and thus are NOT 
employees of Lakeside Christian Church or its campuses. You will be expected 
to provide invoices for your services on a bi-monthly basis. In compliance with 
federal tax laws, LCC will report this income to the IRS each year. 
 
Each Childcare Provider will be responsible for completing and providing the 
following items: 

• Application of interest 
• Copy of high school diploma  
• Background information for clearances and FBI check 
• Signed policy and procedure manuals 
• W-9 form 
• Agreement of contract 
NOTE: A background check will be completed prior to an offer of contract. 

 
Age Requirements 
You must be at least 18 years of age to work as a childcare contractor.  
 
Mileage and Expenses 
As an independent contractor, you should be aware that there might be 
instances where you are able to claim mileage. Accurate documentation will be 
required according to federal law. Please consult a tax professional for more 
information or should you have questions. 
 
Childcare Provider Absences 
Independent Contractors are expected to perform duties agreed upon prior to 
acceptance of the contract. Should a reason arise that you are unable to 
perform your contractual practices or duties, please inform the Childcare 
Coordinator or, in extenuating circumstances, church leadership, as soon as 
possible.  
 
Late arrivals, absences and/or frequent refusals of schedules may expedite 
dissolution of the contract on behalf of the organization.  
 
Child to Staff Ratios 
LCC operates, in most circumstances, with the following ratios: 

 
 
 
 
 
 
 
 

Communication 
During session where childcare is provided, a form of communication will be 
established between every contractor and the onsite coordinator or the 
Childcare Coordinator. 

Age Group Child:Staff Room Capacity 
Infants 2:1 12 babies 

Crawlers 3:1 12 babies 
Walkers 4:1 18 children 
Toddlers 5:1 18 children 
Preschool 6:1 20 children 

Elementary 10:1 20 children 



LAKESIDE’S POLICIES AND PROCEDURES 
As an Independent Contractor for Lakeside, you are expected to observe the 
following policies and procedures: 
 
Two Caregiver Policy 
For the protection of our children and the childcare provider, a staff person is 
never to be alone with a child. Lakeside’s policy states, “There must always be 
two caregivers attending to the children at all times”. If you are the only 
caregiver present in the room, ask the parent to wait with the child(ren) until the 
second childcare provider arrives. 
 
Physical Contact Policy 
Young children need and have a desire to be loved and nurtured. This is often 
expressed with physical contact. It is important that childcare providers execute 
appropriate physical contact.  
 
Examples of appropriate physical contact: 

• Physical contact of a non-demanding nature such as gentle touch of the 
shoulders, hands, arms, lower legs, etc. 

• Sitting the child on one leg. 
• Physical contact that expresses affirmation and is not done for the 

satisfaction or pleasure of the childcare provider. 
 
Examples of inappropriate physical contact: 

• Kissing or demanding hugs and kisses. 
• Touching chest, genital area, upper legs, buttocks or stomach. 
• Opposite-sex piggyback rides. 
• Physical contact done for the pleasure or satisfaction of the childcare 

provider. 
 
Injuries and Accidents 
In the event of a child or staff person injury, please contact the childcare 
manager immediately. An Accident Report Form should be completed and 
signed by the witnessing childcare provider and the parent upon pick-up. 
 
Drop-Off and Pick-Up Procedures 
All children participating in a childcare event MUST have a security tag on their 
person before being dropped off in their room. There are NO exceptions. 
Parents will check their child in at the check-in counter in the lobby prior to 
bringing their child to their room. 
 
Drop-Off 

• Greet the child(ren) and parent. 
• Ask the parent for the child’s name and check them off on the attendance 

roster.  
• Direct the child to activities they can choose from. 



• For nursery areas, write the child’s name on the white board along with 
any specific information you may need to know (e.g. When the baby will 
need a bottle or nap, pacifier use, etc.). 

 
Pick-Up 

• Prior to pick-up, ensure that all children are ready to go with their 
belongings.  

• Parents must show their security receipt in order to pick up their child. 
Double check that the three digits on their receipt corresponds with their 
child’s three digits on their tag. 

• Should the parent not have their receipt, contact the Childcare Manager 
or the Childcare Coordinator. 

 
 

TECHNICAL DIRECTION FOR CHILDCARE PROVIDERS 
 
Discipline Guidelines 
Positive reinforcement is always best. Comments such as, “I can see that five 
boys and girls are ready for snack time!” or “I’m so glad that so many helpers 
came today!” and “You can be proud of how much you cleaned up after snack!” 
are all excellent ways to encourage positive behavior among the children. 
 
Behavior Correction 
To correct inappropriate behavior, speak to the child at his or her eye level 
about their behavior using positive statements. State the correct behavior, such 
as, “In our classroom we…”. Time out may be used and is recommended when 
the child is continually ignoring the verbal correction. The number of minutes a 
child spends in time out should be equal to the age of the child. Time outs 
should never involve putting a child in a corner or facing a wall. The Childcare 
Coordinator is available to assist with behavioral issues if needed. If the child 
continues to misbehave, the Childcare Manager or Childcare Coordinator will 
notify the parent. 
 
Aggressive Behavior 
If a child behaves aggressively toward another child, separate the aggressive 
child from the group and provide immediate comfort and care to the hurt child. 
The classroom staff will complete an Accident Report Form for both the 
aggressor and the child who is hurt. 
 
For any aggressive behavior, contact the Childcare Coordinator, as they will 
speak to the parent about the incident. It is never appropriate to identify the 
aggressive child to the parent of the hurt child (and vice-versa). The goal is to 
understand why the aggressive behavior is occurring and what prevention 
strategies can be taken. Depending on the context of the aggressive behavior, 
the Childcare Manager may invite the parent to join the child in class to observe. 
It is often helpful for the childcare provider to observe the parent/child 
interaction. If the aggressive behavior is a bite that breaks skin, the parents of 
both children should be notified immediately and advised to care for the wound 
appropriately. 
 



Classroom Routines 
Each classroom will have their own flow and routine, depending on the age of 
the children. Plan your time wisely, allowing time for free play, structured play, 
snack, story time and clean up. It is expected that childcare providers not only 
watch the children, but play and interact with them as well. Games, balls, 
parachutes and other toys are available to use throughout the session. Snacks 
are limited to Cheerios and Goldfish in all classes. Should there be a special 
snack for the session, the parents should be notified and any food allergies 
should be confirmed at drop-off. Spray and wipe down surfaces after snack 
time. 
 
Nursery Guidelines (Infants and Crawlers) 

• Sheets and blankets should be used in Pack-N-Plays anytime a baby is 
placed in the Pack-N-Play. Sheets are located under the changing 
counter. Once they have been used, place them in the dirty laundry 
basket.  

• All Nursery equipment is accessible for childcare events. 
• Wipe down any used equipment after every use. 
• Baby gates should be secured at all times. 
• All diapers should be changed as needed. Diaper changing procedures 

are posted in each room and are listed below. 
 
Diaper Changing Procedures 

• Wear gloves, using a new set with each diaper change. 
• Lay down a new disposable changing paper with each diaper change. 
• Place dirty diapers in the regular trashcan located near the changing 

area. 
• Only spray the changing pad with disinfectant and wipe dry when the 

diaper is very dirty. Otherwise, disinfect at the end of the childcare 
session. 

• Wash hands, using soap and water, after each diaper change. 
 
Security and Emergency Procedures 
Remember to always take the two-way radio and classroom roster with you 
when leaving the classroom. You should always know how many children you 
have in your room. Take continuous counts throughout the session. It is 
expected that if asked the number of children in your room that you know the 
number without needing to count. 
 
 
 

POLICIES AND PROCEDURES MAY BE ADDED AND/OR CHANGED AT THE 
DISCRETION OF THE STAFF OR LEADERSHIP OF LAKESIDE CHRISTIAN 

CHURCH. 


