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Dear Nursery /Pre-School Worker, 
 
I want to welcome you to the wonderful adventures of working with Nursery and Pre-school 
children.  I truly believe that there is no greater ministry than the ministry to God’s little ones. 
These little ones are the church of tomorrow and what we pour into their lives today will help 
shape them for the Kingdom of God and His plan for them.  We have the opportunity to train 
them for a lifetime of service, beginning even now. 
 
The manual you are now reading was comprised so that we may communicate our vision for 
this ministry, policies, procedures, and forms you need to be effective in reaching the children. 
Please read the manual in its entirety and keep it handy for future reference. We appreciate 
your assistance in this department and want you to know that we could not do it without you. 
That is why God has brought you here. 
 
If I or the staff here at Christian Center Of Salem, can be of any assistance in helping you be all 
you can for the children, please contact us at 503.399.0976. 
 
For the kids, 
 
 
Pastor Frank Sarvabui 
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How to become involved in the Nursery/Pre-School Ministry 

The following steps apply to all persons desiring to become involved in the  
Nursery/Pre-School Ministry. 
 

1. Complete and submit an application to the Children’s Pastor. 
2. We will run a background check.  
3. Read the Nursery/Pre-School Manual.  
4. Receive a call from the Children’s Pastor and set up a time for an interview. 
5. Complete all scheduled training and attend workers meetings. 

 
 
 

Nursery/Pre-School Goals 

Our prayer is that each child would: 

1. Accept Jesus Christ as Lord and Savior. 
2. Develop a relationship with God the Father in the name of Jesus Christ the Son, and 

The Holy Spirit. 
3. Learn how to pray effectively to the Father in the name of Jesus. 
4. Come into a greater knowledge of the Bible by studying its characters, 

stories, principles etc. 
5. Know that Jesus loves him or her totally and provides for every need he/ she has. 
6. Feel the love of Jesus Christ through all persons involved in the nursery/Pre-School 

Departments. 
7. Perceive a loving, peaceful and safe environment conducive to nurturing by the  

Holy Spirit.  

We additionally seek to encourage and support parents and guardians in their role of 
“training children in the way they should go” that they may “grow in the image and likeness 
of God.” 
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Responsibilities of Volunteers 
 
Volunteers are attenders who assist in the care of children during Sunday Morning services. 
First Steps goes from birth to two years old, and Beginners Church goes from three years to 
five years old. First Steps nursery usually has two people working together, and the same 
with Beginners Church. 
 

The following guidelines apply to volunteer Nursery Staff. 
1. All Nursery and Pre-School workers must be at least 18 years of age or older. 
    A junior worker can be 16 years old, but must be scheduled with an adult. 

2. Be on time, 15 minutes before services. Workers should be at their posts, ready to  
    receive children, at that time. If unable to attend on assigned dates, workers are  
    responsible for trading with someone on the schedule. 

3. Pray for the Nursery, yourself, and your team. 
 
4. Attend children at all times, including bathroom and water breaks. 
 
5. Ensure that every child is signed in on the Roster Sheet and has an assigned number. 
    Permanent numbers for new members are available from the Children’s Pastor. 
    Visiting children will be assigned a temporary number. 
 
6. Do not accept children with a fever or any other illness. 
 
7. Admit no unauthorized persons or older children to your room unless the parent is  
    assigned to the room and the child has no one to sit with in the service. 

8. To call a parent, use the Nursery Call System located in the infant Nursery. When the  
    parent responds, cancel the number. 

9. If a question or emergency arises, use the Nursery Call System by using the number 777, 
    this will alert the ushers to get the Nursery/Pre-School Director. 

10. We are involved in children’s ministry to love and meet their needs. Make friendliness  
      your goal and the child your focus. 

11. Always be aware of your environment, and be alert to potential problems. 

12. All workers should help clean and disinfect the Nursery areas after services. The end of  
      the service checklist is posted in the Nursery and will define all closing responsibilities. 
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General Qualifications 
 

Pre-School Ministry (Beginners Church) must possess the following qualifications. 

1. Jesus is Lord and Savior. 
2. I Timothy 3: 

a. Blameless (of good report inside and outside of church) 
b. Vigilant, self-controlled, hard working, patient and truthful 
c. Sober 
d. Good Behavior 
e. Given to Hospitality (kindness to each other) 
f. Likely to teach 
g. Not violent but gentle 
h. Not greedy for money 
i. Not envious of others 
j. One who rules her home well, having her children obey her with proper respect 
k. Not a recent convert 

3. Having a teachable spirit. (Proverbs 1:5) 
4. Be humble not prideful. (I Peter 5:5) 
5. Be willing to submit to oversight. (Hebrews 13:17) 
6. Have a heart for the children. (Matthew 19:14) 
7. Be able to make a 12 month commitment. 
8. Be loyal to the Pastor and the Church Leaders. 
9. Be faithful to the assigned position. 
10. Be faithful to regular Church services. 
11. Be neat in appearance. 
12. Be at assignment 15 min. before church services start. 
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Policies and Procedures 

Disciplinary Guidelines 

The following policies and general guidelines apply for infant, toddler, and Pre-School discipline. 
Above all, let gentleness, kindness, and love be your guide. 

Guidelines For Infant Discipline  
Infant discipline is simple: 

1. If a baby is in a position to possibly harm another baby, move the babies apart. 
2. If one baby is curious about another’s eyes, or hair, separate them and get them 

involved in something else. 
3. If they both want the same toy, offer them another toy. 

The following guideline should be used in infant discipline: 

1. Smile rather than scowl when you discipline. 
2. Be gentle. 
3. Speak softly, calmly, and quietly. 
4. Speak to the child at eye level. 
5. Use positive instead of negative words. 
6. Encourage the baby’s good behavior. 
7. Never Grab, jerk, shake, slap, bite, or hit a baby. 

If you cannot control a situation, call the director immediately and explain the problem. The 
director will them talk to the parents if necessary.   

Guidelines For Toddler Discipline 

Toddler discipline is also simple. When a toddler misbehaves, the following three disciplinary 
steps apply: 

          First Correction:        A gentle but authoritative verbal correction. 

          Second Correction:   Time out in bed, playpen or chair. 

          Third Correction:       Call the Director and explain the situation. 
                                            The director will involve the parents in a short 
                                            conference with the toddler and the parents to decide: 

1. If the toddler should remain in the room. 
On the condition that he/she will behave, or 
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2. If the toddler should return to the sanctuary with  
the parent. The toddler may return to the room the 
next service. 

Examples of misbehaving are hitting, kicking, pushing, or biting. 
 

Pre-School (Beginner Church) Discipline  
When a child is misbehaving or distracting another child from learning the Word of God in class, 
three levels of discipline apply: 

Level 1    A gentle but authoritative verbal correction. (This level is for first time corrections for  
                   minor corrections such as putting feet on a table, standing on chairs etc.) 
                Moving the child near the teacher or placing a teacher/Helper beside the child may be  
                very effective. 
 
Level 2   Brief time out (2-4 minuets) 
               The child is placed in the “time-out chair” for a brief time (2-4 minutes), returning to the  
               classroom activities after a short discussion and prayer. (This level is usually used for 
               repeated discipline problems or more serious corrections for behaviors such as biting, 
               spitting, disrespect, hitting, screaming, etc.) 
 
Level 3   Involve the Nursery/ Pre-School Director. The class leader/Teacher locates the director 
              and explains the situation. (This level is usually used when level 2 has been  
              unsuccessful or when a child is completely uncontrollable.) 
 
Once Level 3 has been reached, the class leader/teacher has turned over responsibility for 
discipline of the child to the Nursery/Pre-School Director. The Director then takes the following 
steps: 

Step 1    The Director will locate the parent(s) and ask them to come to the Pre-school  
               classroom. 
 
Step 2     When the parents arrive, the Director will confer briefly with the parents and the child  
                outside of the room. The Director will explain the discipline problem and review the  
                three levels of discipline outlined above. 
 
Step 3     The Director will thank the Parent(s) for assistance in correcting the discipline problem  
               and explain that the Nursery/Pre-School Ministry’s policy has reached a level 3  
               discipline action, the child may not return to the class that day, but will be gladly  
               accepted into the classroom on the next service day. 
 
A few disciplinary guidelines for toddlers and Pre-School (Beginner Church) include: 
         1. Smile rather than scowl when disciplining toddlers and Pre-Schoolers. 
         2. Be gentle. 
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         3. Speak softly, calmly, and quietly. 
         4. Never grab, jerk, shake, slap, bite, or hit a child. 
         5. Encourage the child’s good behavior by telling them that Jesus wants them to obey. 
         6. Side-Hug a child after discipline. 
         7. Tell a child that you love them and that Jesus loves them even more. 
         8. Pray a quick prayer with the child before allowing them back into the classroom  
             activities. 

9 Show love and acceptance to a child who is returning for the first time after having been 
removed from the classroom due to discipline problems. 

Please report all discipline problems on the classroom report sheets! 
 
 
Fire Exits and Extinguishers 
The location of fire exits within Christian Center of Salem is relatively simple. The design of the 
building gives easy access to all fire exits from the Nursery Room and Pre-School Rooms. All 
fire exits are clearly marked and lit “EXIT” sign over the door frames. Should a need exist for 
emergency exit from the Nursery or Pre-School Rooms, these are the guidelines to follow: 

1. Remain Calm. 
2. Be accountable for all children in your care. Take the sign in sheets that are posted in 

each room as you leave. 
3. Quietly exit together with all the children. 
4. Once outside the building, proceed for a distance equal to approximately two building 

lengths away from the church building to assure safety. 

As a Nursery/Pre-School Worker never leave the children to try to extinguish a fire. Your 
responsibility is the children, not the fire. Remove the children from the location first and then 
notify someone else of the locations of the fire extinguishers. Call 911 for immediate assistance. 
Fire alarms are located in each of the hallways and are marked. Be aware of where they are 
located. Also if time allows use the Nursery Call System to alert the ushers that an Emergency 
is happening by using the numbers “999” 

 
Nursery Call System 

The Nursery Call System is used to call parents to the nursery room when they are needed. To 
operate the system, use the call box in the Nursery following these steps: 

1. Make sure the Call System is on (there will be a red light on). 
2. Punch the number in the pad. 
3. Push enter to send the number to the sanctuary. 
4. When the parent responds, remove the number. (don’t forget to delete the number  

when the parents arrives) 
5. Make sure to turn off the Call System when leaving the Nursery. 
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Check in Security Cards  
A Nursery card with a visitor security number will be issued to all visiting parents. Members will 
be issued a permanent security number to use when dropping off their infants. This card will 
need to be returned so that your child can be released.  To check in, the parents need to 
register the child or infant and complete all necessary information needed at registration. 

 

Medical Emergencies 
What would you do if one of the children stopped breathing . . . Would you know what to do? If 
you knew how to give cardiopulmonary resuscitation (CPR) you might be able to save his/her 
life. 
 
The Nursery/Pre-School Department’s goal is to avail all volunteers and workers yearly training 
in CPR by the Red Cross. CPR is a technique that stimulates circulation and provides artificial 
breathing. It takes approximately six hours to learn CPR at one of the Red Cross chapter 
training sessions or you can be trained at the church in one of our available training times. 
 
Should you need medical assistance punch “111 on the Nursery Call System and our on duty 
nurse will arrive to assist you shortly.  
 
Other Medical Emergencies which occur could include seizures, lacerations, fractures, and 
unconsciousness. The following steps should be taken in case of a medical emergency in the 
Nursery/Pre-School Areas. 

During it all and above all, PRAY over the injured child immediately. Additionally, the worker 
should: 

1. Never leave the injured child and never move the child. 
2. Punch the number “111” using the Nursery Call System to alert the Nurse then, 
3. Contact the parents using the Nursery Call System and remain calm. 
4. As help arrives return to the other children and help them. 
5. Quietly move the remaining children to another room temporarily with your helper. 

 

Safety 

Reasonable care should be taken to ensure a safe nursery environment. Volunteers should 
strive to keep a controlled classroom before, during, and after class. They should actively 
participate in class activities, settings an example for the children to follow. Children should be 
encouraged to use walking feet inside and keep hands and feet to themselves. Additionally, 
children should be monitored at all times, including bathroom and water breaks. 
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Diaper Changing and toy disinfecting procedures 
The following diaper change, food storage, and room and toy disinfecting procedures are 
required to help assure a hygienic environment. 

During the Service: 

1. Disinfect changing tables and use room fresheners after diaper changes. 
2. Wash hands with waterless wipes after a diaper change. 

After the Service 

1. Leave the room clean and orderly. 
2. Remove trash liners after services for disposal. Disinfect trash containers. 
3. Remove used sheets after services to be washed. 
4. Disinfect tables, swings, blankets, and beds. 
5. Disinfect toys. 
6. Store all open snacks in closed containers. 

 

 

End of Service Checklist 

To insure clean, sanitized rooms, all volunteers should complete the following procedures at the 
close of each service. 

1. Leave the room clean and orderly. 
2. Remove trash liners after services for disposal. Disinfect trash containers. 
3. Remove used sheets after services to be washed. 
4. Disinfect tables, swings, blankets, and beds. 
5. Disinfect toys. 
6. Store all open snacks in closed containers. 

 


