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Dear Families,

First, let us start by thanking you for allowing us to invest 
in your children’s lives. This is a responsibility we take 
very seriously. It is truly our desire that their relationship 
with Jesus is deepened each time they are with us.

We, as a body of believers are committed to serving Jesus 
by ministering to your children. Our desire is to work 
alongside you as they begin to learn and understand about 
the love of Jesus and the purpose God has for their lives.

In this book you will see not only policies and procedures 
but also opportunities for your children to grow with a love 
for Jesus and for others. You as parents are very special to 
us and we value your input. There are many ways for you 
to serve and we can always use your help. I have an open-
door policy and if you have any questions or concerns, 
please feel free to call or come by my office.

Thank You again for allowing us the opportunity to invest 
in the lives of your children. Our prayer is that you and 
your children see Jesus in everything that is done here at 
Hillcrest.

In His Love,

Annette Whitton
Director of Children’s Ministry

Hillcrest Baptist Church
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The Children’s Ministry of Hillcrest Baptist Church ministers 
to all children, birth through sixth grade. The Children’s 
Ministry is set up in two departments. The Preschool 
Department is birth through kindergarten, which meets on the 
2nd floor of Building F, and the Children’s Department is first 
through sixth grade, which meets on the 3rd floor of Building F. 

The content of this policy handbook is designed for both 
departments unless stated otherwise.

Purpose Statement

The Children’s Ministry of Hillcrest Baptist Church exists 
to assist families in the spiritual, mental, and emotional 
development of children who fall between the ages of birth 
through sixth grade, through a variety of learning activities 
and special events.

Vision Statement

Recognizing that our children are a vital part of the total 
ministries of Hillcrest Baptist Church, we desire to continue 
the development of this particular ministry by providing 
quality, age-group appropriate, as well as many exciting 
opportunities for spiritual, mental, emotional, and physical 
growth by focusing the children on loving the Lord with all 
their heart, mind, soul, and body.

The GOSPEL
GOD’S PLAN for US

The Gospel is the Good News, the message about Christ, 
the kingdom of God, and salvation.

GOD RULES. Because God created everything, 
He is in charge of everything.
Read Revelation 4:11.

WE SINNED. “Have you ever done something 
wrong?” Everyone sins, or disobeys God. Our sin 
separates us from God. Read Romans 3:23. 

GOD PROVIDED. God is holy and must 
punish sin. God sent His Son, Jesus, to take the 
punishment we deserve. Read John 3:16.

JESUS GIVES. “What is the best gift you’ve 
ever received?” Jesus took our punishment 
for sin by giving His life, and He gives us His 
righteousness. God sees us as if we lived the 
perfect life Jesus lived. This is the best gift ever!                  
Read 2 Corinthians 5:21.

WE RESPOND. Everyone has a choice to 
make. “Will you trust Jesus as your Savior and 
Lord? You can turn from self and sin and turn 
to Jesus.” Read Romans 10:9-10.
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Hillcrest Baptist Church Children’s Ministry is
dedicated to loving and caring for every child that comes 
into the Preschool and Children’s Departments. While you 
are participating in worship/church activities, your child is 
learning and growing in his/her own way at his/her own level.

Matthew 22:37 NASB
And He said to him, “YOU SHALL LOVE THE LORD 
YOUR GOD WITH ALL YOUR HEART, AND WITH 
ALL YOUR SOUL, AND WITH ALL YOUR MIND.”

These purposes are to help each child:  
• Associate God, Jesus, and the Bible with happy feelings
• Make progress in solving problems, sharing, and expressing 

himself/herself in a biblical manner
• Know that the Bible is a special book that tells about God 

and Jesus
• Think of church as a safe and happy place
• Begin thinking of others

These objectives and concepts are taught through a variety of 
activity areas: art, books, blocks, pictures, home living, music, 
natural world, and puzzles.

    But Jesus said, “Let the 

children alone,

and do not hinder them

from coming to ME;

for the kingdom of heaven

belongs to such as these.”

Matt. 19:14 NAS

14
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GENERAL POLICIES

AND PROCEDURES

General Policies & Procedures

1. Children are never to be left in a room without a teacher 
present. All children should arrive no earlier than 15 
minutes prior to start of activity and should be picked up 
immediately following the activity.

2.   Children will be transferred from baby to creeper to toddler 
rooms as their development demands and space allows. 
No child will be transferred without the approval of the 
department director. Promotion for all other ages is an 
annual event and coincides with the school year. Therefore, 
all children are promoted by birth date, children with birth 
dates of September 1 or after are promoted to the next 
age group. For the Children’s Department all children are 
placed by school grade. No child will be placed ahead of his 
age group. Children who do not start first grade with their 
age group will remain in the Preschool Department.

3. The church cleans the carpets and toys on a regular basis. 
Sheets and toys in the babies and creepers’ areas are 
cleaned after each activity.

4.   Teachers may not administer medication at any time. Only 
parents may administer medicine to their children.

5.   To ensure that we have the highest quality equipment and 
toys for our children, no second hand items will be accepted.
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Preschool Department Security Policies

• Security Labels must be filled out for each child who enters 
a Preschool classroom.
> The parent will be given a numbered tag. This tag 
must be turned in for the parent to receive his/her child 
after Worship Services.
> The person picking up the child should be at least 
18 years old. However, a sibling of driving age may be 
authorized with prior written consent.
> If for any reason the parent loses the tag, he/she must 
locate the Director of Children’s Ministry or designated 
leader.

• A Secure Entry/Camera Monitoring System is in place as 
another way to keep our children safe.
> Within 15 minutes after an event starts the 2nd floor 
doorways (front entry and walkway to Sanctuary) will 
be secured and the same doorways will be unsecured by 
the end of an activity.
> To enter the 2nd floor during an activity time the 
doorbell at these doorways must be rang and the person 
will be identified by someone a the Welcome Desk. The 
door may then be buzzed for a single entry.
> The doors at the back stairwells will remain secured 
at all times. These doors may be used for exiting to the 
stairwells only. 

Nursey Polices for Volunteers

1. Make sure each child is signed in by a parent/guardian. 
Each child must have a security label filled out. The parent 
must take a numbered tag matching the number written on 
the security label and present that tag when he/she comes 
to pick up his/her child.

2. Only adult workers or caregivers over the age of 18 may 
volunteer in the nursery.

3. Some of our preschoolers have allergies, so please do not 
bring any food from home for them. Children are given 
water and crackers.

4. A background check is done on everyone who teaches or 
volunteers in the Preschool and Children’s Departments.

5. Be sure to use sanitizing hand gel or wash your hands each 
time you wipe a nose, change a diaper, etc. Bleach solution 
is available for use on changing pads, and should be used 
each time the pad is used.

6. Separate toys that have been used by Babies, Creepers, 
and Ones so that they can be cleaned by a regular nursery 
worker.
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Policies for Use and Care
of the Preschool & Children Areas

Parents of all preschoolers and children, teachers, and church 
members are expected to abide by these policies. All situations 
not covered by these policies shall be referred to the Director of 
Children’s Ministry for appropriate individual action.

The younger preschool area (nursery) will open 15 minutes 
before scheduled meetings at the church and will remain open 
15 minutes following each meeting. 

• All regular Worship Services
• All organizational meetings 
• Other church-wide activities upon proper scheduling 

through the church office and appropriate staff members

Children will only be cared for in the Preschool Department 
when parents are attending a church function and when appro-
priate information and phone numbers can be obtained of the 
parents whereabouts in case of an emergency.

School-age children, (up to 6th grade), will be cared for in sepa-
rate rooms from preschoolers. 

ChildCare Policies for Other Events

1. All requests must be approved by the 20th of the 
previous month.

2. A minimum of 5 children are required in order to 
schedule childcare for an event.

3. Every effort must be made to schedule events in 
conjunction with other activities when childcare is 
already being provided. There are times throughout 
each week that childcare is provided for ongoing 
ministry activities. Please contact the church office for 
a schedule.

4. In order to provide the proper ratio of workers to 
children, the total number of children attending MUST 
be called in no less than 5 days prior to the event.

5. Childcare can be provided for smaller groups and 
meetings at the request of the ministry leadership; 
however, this will be paid for by the individual group. 
This would include Sunday School classes, Life 
Groups, Love Local Mission Teams, etc.  HBC Budget 
money should not be used to cover these cost.

 
• ALL fees must be paid prior to the event or 

childcare will be cancelled.
• Cost is based on the number of workers 

needed and number of hours required.
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Sick Children

Please do not bring sick children. According to the 
recommendations from the Report of the Committee of Control 
of Infectious Diseases of the American Academy of Pediatrics, 
a child exhibiting the following symptoms should not be taken 
from the home.

• Fever [should be free of fever (less than 100.4) for 24 hours, 
without medication]

• Vomiting and/or diarrhea (should be free of all symptoms 
for 24 hours, without medication)

• Any symptoms of the usual childhood diseases-scarlet fever, 
German Measles, mumps, chicken pox, and whooping cough

• Common cold

• Sore throat

• Croup

• Any unexplained rash

• Any skin infection-boils, ringworm, impetigo

• Hand, Foot, and Mouth Disease

• Pink eye and other eye irritations

Our Parents Can Help

For a child’s first experience at church to be happy and 
meaningful, the major responsibility lies in the hands of his/her 
parents.

1. Because a child’s ability to adjust begins before seven 
months of age, the child benefits from being brought to 
church early and on a regular basis. Being on time is as 
important for children as it is for adults. Your child needs 
to have the full benefit of all the planned Bible stories and 
Bible activities.

2. It is best to keep Sunday mornings calm, happy and 
unhurried. Your child can sense tension and fears. Talk 
about church as a happy place.

3. Any special instructions for care or feeding can be carefully 
followed if written and kept in the diaper bag. Also, be sure 
to inform workers verbally when you leave your child.

4. A preschool worker can usually calm a child who does not 
want to leave his/her parent. The child usually adjusts more 
quickly if the parents leave the room. Please do not come 
back to the preschool area until you are ready to pick up 
your child. If the child does not adjust within ten minutes, 
a teacher will contact the parents. The parent will be given 
an opportunity to check the child to see if the child is ill or 
in pain. If not, the parent will be allowed to calm the child 
and then return to his/her activity. The parent should be 
asked if he/she wishes to be contacted again and how long 
the workers should wait to do so if the child does not settle 
down. 
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Our Parents Can Help (Cont.)

4. (Cont.) However, if the child remains distressed longer than 
fifteen minutes, the parent may be requested to remove the 
child from the nursery.

5. Please dress your child in simple, comfortable clothing. If 
your child is potty training, please bring extra clothes.

6. If possible, please discuss any problems your child may 
have at a time other than on Sunday or in the child’s 
presence. In case of an emergency, discuss the matter with 
the Department Director, Children’s Ministry Director or 
designated leader.

7. Parents are encouraged to assist workers by labeling 
apparel, diaper bags, bottles, and any other articles the 
child brings to the nursery. Please use plastic bottles if 
possible.

8. Information about upcoming events and changes in 
schedules are posted on the Children’s FaceBook page: 
Hillcrest Baptist Church Kidz and on the hbce.org website 
under Connect > Children’s. 

9. Become familiar with the Children’s Ministry Policies and 
cooperate in every way possible. We are eager to provide the 
best for your child and trust that you will be willing to help. 
Constructive criticism and suggestions for improvement are 
always welcomed.

Weekly Organizational Meetings

You will find a varied program of activities for your child 
at Hillcrest Baptist Church. Involvement in the different 
organizations provides opportunities for continued spiritual 
growth.

Sunday School meets each Sunday morning at 9:00 am and 
10:30 am. Children in the Preschool Department are allowed 
to stay through both hours. There are two sets of teachers for 
each Sunday School, both teaching the same lesson, but in a 
different way. Children, 1st—6th grade are to attend Sunday 
School and Worship during the same hour as their parents.

KidSconnEcT is for both Preschool and Children. They meet 
on Sunday Evenings from 5:00 pm - 7:00 pm while parents 
are meeting in their Life Groups. These classes normally meet 
August through May.

MiSSion FriEndS meets on Wednesday evenings, August 
through May, with classes for 2 and 3, 4, and 5 year 
olds. They also meet in their Sunday school room. This 
organization provides preschoolers with training about 
missions. Experiences are provided for preschoolers to grow in 
understanding of loving, giving, and sharing.

GirlS in acTion & royal aMbaSSadorS meet on Wednesday 
evenings, August through May, for all 1st - 6th grade girls 
and boys. This is a time for girls and boys to learn more about 
missions and experience the lives of missionaries.
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oThEr acTiviTiES are planned throughout the year such as 
Vacation Bible School, Family Fun Festival, Breakfast in 
Bethlehem, and much more.

ParEnT/child/baby dEdicaTion is a time to pray over children 
and give their lives back to God. Let the Children’s Director 
know if you have a child that has not been dedicated so that a 
date and time can be scheduled. 

Care for your children is provided for most activities. For more 
information call the church office, 347-2516.

Go to hbce.org
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P. A. C. T.

Passion - Our first passion is our devotion to Christ. Our 
second passion is to give the Gospel to His children.

Action - We put our passion into action. Loving God and 
His children are an imperative, not an option. Actions 
speak louder than words. By our actions, we are role 
models for our children.

Commitment - We commit ourselves to His calling in 
our lives and strive for obedience to all aspects of the 
Great Commission. We commit to teaching the Bible in its 
entirety to all children.

Teamwork - We work together to teach and touch 
the lives of God’s children, to promote love, peace and 
harmony in all aspects of church life. They will know we 
are Christians by our love in word and deed.

April 2021

Building F - Third Floor
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