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Mission Statement
We are committed to Gather as a Christ-centered Family, to Grow in worship, and to Go into our community, touching one life at a time.

We Believe

-the Bible is the inspired and only infallible and authoritative written Word of God (2Tim 3:16)

-there is one God, eternally existent in three persons: God the Father, God the Son, and God the Holy Spirit. (Deut 6:4, Matt 28:19)

-in the deity of our Lord Jesus Christ, in His virgin birth, in His sinless life, in His miracles, in His vicarious and atoning death, in His bodily resurrection, in His ascension to the right hand of the Father, in His personal future return to this earth in power and glory to rule a thousand years (John 14:6)

-the blessed hope – the rapture of the Church at Christ’s coming (Titus 2:13)

-in water baptism by immersion (Matt 28:19)

-the redemptive work of Christ on the cross provides healing of the human body in answer to believing in prayer (1Peter 2:24)

-the baptism in the Holy Spirit, according to Acts 2:4, is given to believers who ask for it

-in the sanctifying power of the Holy Spirit, by whose indwelling the Christian is enabled to live a holy life (Gal 5:16-25)

-in the resurrection of both the saved and the lost, the one to everlasting life and the other to eternal separation from God (Rev 20:11-15)

Definitions

1. KFA – Kenosha First Assembly.
2. Children’s Ministry – KFA’s ministry to children, birth through fifth grade.
3. Children’s Ministry Team Members – people who have passed the screening process and serve during a Children’s Ministry class or event.

4. Class – a regular, weekly Sunday morning or Wednesday evening program.

5. Event – a program, which is not a regular, weekly Sunday morning or Wednesday evening program. It includes special on-campus programs, off campus trips, etc.

6. Adult – a person 18 years or older.
7. Teen – a youth 6th grade – 12th grade.
Screening Personnel

Those who serve in our Children’s Ministry will screened by our application process, which includes:

1. Six months attendance or membership at KFA.

2. The Children’s Ministry Application form.

3. Two personal references.

4. Background check.

If the applicant refuses to comply with any of the components of the application process, the application will be denied and ministry to children, on the part of the applicant, will not be permitted.
If the Children and Family Ministry Pastor deems the application unacceptable, the application will be denied and ministry to children will not be permitted. The Children and Family Ministry Pastor may consult the Senior Pastors for counsel regarding an application.
Training Personnel

All who serve in our Children’s Ministry deserve the opportunity to receive training appropriate for their area of service. KFA will provide the following training:
1. Annual Children’s Ministry team training.

2. Email training consisting of weekly emails and monthly audio messages.

3. Training within specific departments.

4. Opportunities will be made available for specific training in CPR and basic first aid.

Team Ministry

At no time will anyone who serves in the Children’s Ministry be alone with a minor. We believe that ministry is most effective in teams. It is our desire, whenever possible, to create teams of two or more.

If, due to unforeseen circumstances, a team of at least two cannot be guaranteed for a Children’s Ministry class or event, the Coordinator or Supervisor for that event will decide which of the following options are best for the situation:
1. Join the children in two classes or areas to guarantee a team of two or more.

2. “Borrow” Team Members from the Teams in other classes or events.

3. Recruit other church members to assist a Team Member in order to permit the continued class or event.

If, after all three options are exhausted, the children’s safety cannot be guaranteed, the Children and Family Ministry Pastor may choose to close the class or event. 
Teens in Ministry

Teens must always be teamed with an adult while with the children. Teens who serve in the Children’s Ministry will be supervised by adult Team Members while with the children. Children’s Ministry will work together with the Youth Ministry to assure that the teens which serve in the Children’s Ministry are consistently involved in attending church services or Sunday school classes.

Team Member’s Children

A Team Member’s child who is not of the same age as the children in the class or event is permitted to join the Team Member in the class or event.

1. The Team Member must be able to give his/her full attention to the other children, while still parenting his/her own child.

2. The Team Member’s child will participate with the other children during the class/event.

Exceptions to this policy will be left to the discretion of the Coordinator.
Classroom Check-in, Check-out Procedures

All children, birth to Kindergarten, must be signed-in at their classroom by an adult. The adult and child will be given matching numbers. No child will be permitted to leave a classroom without being signed-out by an adult with a matching number. If the parent has misplaced the number, please radio the Service Coordinator or the Early Childhood Director.
Consistency

1. We have found that children benefit from consistency and strive to have it within our Ministry Team.

2. When a Team Member needs to be absent from service, he/she will attempt to cover his/her own absence from within the approved Children’s Ministry team. The Team Member then will notify the department Coordinator of the substitution. If the Team Member cannot find a substitute, the Coordinator will assist in finding one.
If a Team Member’s commitment to ministry is questioned based on frequent absences or repeated poor planning, the Coordinator will discuss his/her concerns with the Team Member.
Curriculum

Everyone who serves in the Children’s Ministry will be provided with curriculum to use for that ministry. It is the responsibility of KFA not only to provide curriculum, but also to provide training in the use of that curriculum. KFA will also provide lesson-related supplies or reimburse Team Members if they personally purchase lesson-related supplies. Please see Coordinator to authorize purchases for reimbursement.

If a Team Member desires to add to or subtract from the printed lesson included in the curriculum, he/she may do so as long as the original lesson topic or concept is still taught. This change is considered a minor change and does not need to be approved. If, however, a Team Member wishes to teach a lesson which is not related to the curriculum provided, he/she must get approval for such a change from the Director of Ministry at least two weeks prior to teaching the lesson.
Well Child Policy
No sick child will be accepted into any Children’s Ministry class or event. It is the responsibility of the Children’s Ministry Team Member checking-in the child to graciously ask the parent to care for his/her child elsewhere until the child is well. If the parent desires to discuss the policy further, please refer the parent to the Service Coordinator, Early Childhood Director, or Children and Family Ministry Pastor. It is not appropriate to “debate” the policy or the decision to not accept the child in front of other parents.

If the child’s sickness is discovered or he/she becomes sick after being checked-in, the Children’s Ministry Team Member will:
1. Isolate the child from the other children.

2. Page the parent to come and check the child out immediately.

3. If the parent does not arrive within 10 minutes, send one Team Member to get the parent.

Diaper Changing Policy
Hands will be washed with disinfectant soap immediately after changing diapers, assisting children with the toilet, or handling clothes or other materials containing blood or bodily fluids.
All soiled diapers, soiled sheets, and soiled bedding will be disposed of or stored in protective containers away from the children. Children’s dirty clothing will be returned to their parents in plastic bags.  Gloves will be available in First Aid Kits.

Medication

We are prohibited from administering all forms of prescription and non-prescription medications. This includes: aspirin, cough medicine, throat lozenges, asthma inhalers, etc. If a child’s parent instructs us to administer any medication, we must refuse to do so. Ask that the parent come to the room and administer the medicine. If the medication is for an acute illness, the child will not be admitted to the class or event.

Treatment of the Injured Child

Minor Injury

If a minor injury occurs to a child during a church event or class, care for the injury and console the child. Fill out an Injury Report and have the parent sign when the child is picked up.

Serious Injury 

1. If the child has fallen and there is a suspected broken bone, do not attempt to move the child. Alert the child’s parents, call 911 and follow the operator’s instructions.

2. If the child is bleeding profusely, do all you can to stop the bleeding, alert the child’s parents, and call 911. When possible, use gloves in situations involving blood or bodily fluids.

3. If a child is unconscious but still breathing, call 911 and follow the operator’s instructions until medical help arrives. Alert the child’s parents.

4. If a child is unconscious and not breathing, seek someone who knows CPR and begin CRP while someone else calls 911. Follow the 911 personnel’s instructions until medical help arrives. Alert the child’s parents.
5. Fill out an Injury Report with detailed information, witnesses’ names and phone numbers, etc., which must be collected at the time of the injury.
Child Discipline

We believe there are three critical components to an effective discipline process: the teacher’s personal relationship with Jesus, the classroom management, and the treatment of the children. Our discipline policy/procedures are divided into these three areas. 

1. The Teacher’s Personal Relationship with Jesus:

It is the policy of KFA Children’s Ministry that Children’s Ministry Team Members will attend church services regularly and be devoted to growing in their own personal relationship to Jesus.  This consistent spiritual growth will have a positive effect on the treatment of the children in our ministry.

2. Classroom Management:

We believe an effective Children’s Ministry Team plans for a controlled, yet enjoyable, environment. Because of this belief, it our desire that each Children’s Ministry Team Member accomplish the following:

1. Pray regularly for the children (especially the “challengers”).

2. Be “child-targeted” instead of “lesson targeted.” Be aware and involved in the world of today’s children by watching their television shows, listening to their music, reading about them, and by being actively engaged in listening to their conversations.

3. Prepare the lesson (if a lead teacher) several days before the class using the Bible, prayer, and the lesson plan.

4. Complete any craft preparation before class time so the children can be the focus of attention when they arrive.

5. Arrive at least 15 minutes before class time so the room and lesson supplies can be arranged and you will be prepared for students who arrive early.

6. Greet each child as he/she enters. This lays a foundation of love and trust, which greatly effects discipline.

7. Be excited about the lesson, the children, and the Lord! Children will “mirror” our feelings.
8. Plan for variety and child interaction. Movement, activity changes, audio/visuals, and the use of drama, all draw the children into the lesson.
9. Give positive “rewards” to those who behave or participate.
3. The Treatment of Children

The following is a brief description of our discipline policy/process:

1. Make every child feel loved and welcome. This happens as soon as they enter. Eye contact and smiles work wonders!

2. Clearly state expectations. Make sure directions and expectations are clear and understood. Speak slowly and in a friendly manner. Give examples if needed.

3. Reinforce positive behavior. Compliment children who do what you expect. Say, “Good job,” or “thank you.”

4. Correct negative behavior. Verbally correct the wrong behavior, clarify the standards, and compliment the positive behavior if/when it happens. DO NOT TOUCH A CHILD IN ANGER! If you must touch a child to separate him/her from others, do not squeeze or shake him/her.

5. Separate disruptive children from others. If a child continues to misbehave, regardless of all attempts to positively encourage the right behavior, separate the child from the rest of the children. NO CHILD WILL EVER BE SENT OUTSIDE THE ROOM. Children may be separated within the room only. Children must always be within the direct supervision of the Children’s Ministry Team Members.
6. Communicate with the parent(s) regarding the child’s behavior. Remain positive and hopeful while still being truthful. Make sure another Team Member is present when a parent is talked to about the child.
7. If the child is an extreme, consistent challenge, the Team Member should refer the matter to the Children and Family Ministry Pastor.

Child Abuse Policy

It is our policy to follow state regulations in the reporting of child abuse. If a Team Member suspects that a child is being physically abused, sexually abused, or harmfully neglected, he or she can discuss the concern with the Coordinator.  The Children and Family Ministry Pastor is legally required to report any suspected cases of child abuse or neglect that are brought to him.
Restroom Procedures

Nursery/ Early Childhood:
1. Diapers are only to be changed in designated areas and in the presence of other Team Members.

2. A Team Member may never take a child alone to the restroom; another adult or other child must accompany them.

3. Restroom doors are to be kept open whenever possible and stall doors are always to be kept open unless children want them closed. A Team Member may never be in the stall with a child when the stall door is closed.

Elementary: 

1. Elementary-age children may be sent to the restroom without supervision of a Team Member.

2. Children will be provided with as much privacy as possible. A Team Member will enter a bathroom only when absolutely necessary to assist the child, keeping the door open.

Classroom procedures

1. Team Members will wear their Children’s Ministry badges whenever serving in a class.

2. Window blinds will be kept open at all times unless it is necessary to temporarily darken the room for proper showing of videos/DVDs.

3. A Team Member will not have children sit on his/her lap when the room is darkened or when other Team Members are not present.
4. A Team Member will never take a child to the child’s home without another adult accompanying them. This includes rides to or from church services and events.

5. All overnight activities will have prior approval from the Children and Family Ministry Pastor and will be limited to children first grade and above, unless younger children are accompanied by their parent. Appropriate supervision and accommodations are necessary for gender-specific sleeping areas (boys and girls must have separate sleeping areas and at least two adults for each area. Adults will never sleep in an area with the opposite gender or alone with a child.)

Fire Procedure

If the class is inside the building when the fire alarm sounds, the Children’s Ministry Team Members instruct the children to calmly line up at the door. One Team Member will lead the children out of the classroom, following the posted evacuation route. Another Team Member will close all doors, pick up the check-in roster, and follow the last child out of the classroom. It is vital that the last adult out of the classroom confirms that no child is present in the room when the door is closed.

If the class is outside the building when the fire alarm sounds, a Children’s Ministry Team Member will escort all children to the designated safe area. Children should be instructed to walk in line behind an adult leader and stay in line at the safe area. A Children’s Ministry Team Member should assure that all children are in line before following the last child to the safe area.

Team members may lead the children back into the rooms when instructed to do so by the Coordinator or the Children and Family Ministry Pastor.

If it isn’t safe to return to the rooms within ten minutes of the alarm sounding, available Team Members will begin notifying parents in the adult classrooms and church. The children will remain supervised until their parents arrive. The regular checkout procedure will be followed as closely as circumstances allow and will begin under the direction of fire personnel.
The Children’s Ministry program may be suspended for the day. This is a decision that the Children and Family Ministry Pastor will make based on the advice of the fire personnel.

Tornado Procedure

If the class is inside the building when the tornado alarm sounds, the Children’s Ministry Team Members instruct the children to calmly line up at the door. One Team Member will lead the children out of the classroom, following the posted evacuation route. Another Team Member will close all doors, pick up the check-in roster, and follow the last child out of the classroom. It is vital that the last adult out of the classroom confirms that no child is present in the room when the door is closed.

If the class is outside the building when the tornado alarm sounds, a Children’s Ministry Team Member will escort all children to the designated safe area. Children should be instructed to walk in line behind an adult leader and stay in line at the safe area. A Children’s Ministry Team Member should assure that all children are in line before following the last child to the safe area.

Team members may lead the children back into the rooms when instructed to do so by the Children and Family Ministry Pastor.

If it is not safe to return to the rooms within ten minutes of the alarm sounding, available Team Members will begin notifying parents in the adult classrooms and church. The children will remain supervised until their parents arrive. The regular checkout procedure will be followed as closely as circumstances allow and will begin under the direction of emergency personnel.
The Children’s Ministry program may be suspended for the day. This is a decision that the Children and Family Ministry Pastor will make based on the advice of emergency personnel.
Volunteer Handbook Acknowledgment


This handbook has been prepared for your information and understanding of the policies, procedures, and philosophy of Kenosha First Assembly’s Children and Family Ministry. PLEASE READ IT CAREFULLY. Upon completion of your review of this handbook, please sign the statement below and return it to Alicia Johnson, the Director of Volunteers.

I have received and read a copy of the Volunteer Handbook which outlines the policies, procedures, philosophy, and expectations of Kenosha First Assembly’s Children and Family Ministry.
I have familiarized myself, at least generally, with the contents in this handbook. By signing below I acknowledge, understand, accept, and agree to comply with the information contained in the Volunteer Handbook provided to me. 

I understand this handbook is not intended to cover every situation which may arise during my term as a volunteer, but is simply a general guide to the policies, procedures, philosophy, and expectations of our Children and Family Ministry.

Print Name ​​​​​​​​​​​​​​​​​​​​​​​​________________________________________________________________
Signature _____________________________________ Date: _______________________
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