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Thank you for serving in and for utilizing your church nursery. Your ministry in this area is 

both vital and much appreciated. The nursery is a ministry, and in order to effectively 

manage it, nursery policies and procedures have been established and are covered in 

this booklet.   

 

Your young children are very important to us and we strive to make our nursery a place 

that is honoring to God and to High Pointe Baptist Church (HPBC).   

 

We look forward to working with you as we strive to seek a healthful, bright, educating, 

and nurturing environment for your little ones.  Please help us by reading this handbook, 

and supporting us through your cooperation and faithfulness.   

 

These policies have been reviewed and approved by our elders.   

 



 

 

 

 

 

 

 

GENERAL GUIDELINES 
 

AGES  
Our church nursery is for children 8 months through 5’s who have not started 

kindergarten.   Age exception: Babies of members, as young as 6 months old, can begin 

attending nursery if at least one of their parents is on the volunteer schedule.  

 

 

SICK CHILDREN 

Our Sickness/Illness Policy is included at the end of this policy. Please read it carefully.  

Bringing a child that is not feeling well will result in removing him/her from class and 

locating the parent to pick him/her up.   

 

NURSERY DROP-OFF TIMES 
Our nursery rooms are not available to the children until our caregivers are in place.  

Children must remain with their parents until our caregivers are present.  Caregivers are 

expected to be in place, ready to receive the children at least 15 minutes prior to the start 

of services.  
 

NURSERY AVAILABILITY 
Only children whose parents or guardians are attending a High Pointe service or function 

will be left in the nursery. And, children must be cared for by at least 2, screened, trained, 

High Pointe members. If using the nursery facilities after normal church hours (i.e., teacher 

meetings, Bible studies, etc.), be sure to leave it in a clean and orderly manner which 

includes cleaning and putting away all toys, vacuuming, and taking out the trash. 

 

CLAIM TAGS 
Guests will be given a claim tag to be returned when picking up their children. If you send 

another responsible adult for your child they must have the claim tag.  Please do not 

send siblings to pick up children.  You will provide us with a mobile number that can be 

used to contact you by text during worship. Make sure your phone is out, and on silent! 

 
 

 

 



 

 

 

 

 

 

 

 

SCHEDULING OF WORKERS 
(Parents & Volunteers) 

Our church nursery works as a co-op so it is expected that AT LEAST ONE PARENT 

with preschool children (ages 5 and younger), who utilize the nursery during services, 

serve in at least one of High Pointe’s Children’s Ministries (Nursery, KidsPointe, Kids’ 

Life class or evening Catechism Class), upon completion of High Pointe’s screening 

requirements.  The schedule is set by the Children’s Ministry Director. Those working in 

the nursery will receive an e-mailed reminder each month. Paper copies of the monthly 

schedule are also available in the Nursery Reception area.  Volunteers, those who do 

not have children attending nursery, are highly encouraged to serve, too.  

 

In the event that you cannot serve at your scheduled time, you MUST secure a 

replacement and notify your coordinator and the Children’s Ministry Director of the 

change.  Please notify the Nursery Director for permanent schedule changes. 

 

WORKER Requirements 
1) All volunteers and workers must first meet our 6-month church membership 

requirement. 

2) Everyone who serves in our Children’s Ministries MUST have a cleared 

background screening on file.  This application includes permission for HPBC to 

conduct a criminal background check, to contact personal references, to ask you 

personal questions related to your fitness to serve with children.  Any screening 

that comes back questionable will be referred to one of our elders for follow-up.   

3) In addition to the screening application all workers and volunteers must complete 

our online Child Protection Training course.  

4) Workers and volunteers must also read and agree with our Child Protection Policy 

(different from this handbook).  

 

 Please see Erin Wyman for details and to get started on our screening process.  

 

These procedures are followed both for the safety of our precious children and to protect 

our workers from the possibility of false accusations and we thank you for your 

cooperation. 
 

 



 

 

 

 

 

PROCEDURES FOR PARENTS 
 

CHECK-IN 
Members and long-term guests, be sure to check in your child using the provided tablets.  

Guests, be sure to receive a claim tag at the nursery counter.  Let us know if there are 

special instructions for your child and a label will be provided in addition to the nametag.   

 

LABELING ARTICLES 
We ask all parents to be sure that all bags, bottles, and articles to be used by their child 

be labeled with thei child’s name.  Masking tape is provided for your use.  We've had too 

many misplaced items, resulting in confusion over the ownership.  Let's work together 

and help the caregivers by labeling your child’s items.  You're happier and we're happier 

when items are returned to you.     

 

POTTY TRAINING 
Children being potty trained need to be wearing pull ups or leakproof training pants while 

using the church nursery, as well as arriving with a clean set of clothing. Our workers are 

very busy and cannot potty train children during services.  Feel free to come back and 

take your child to the restroom midway thru the service if that helps him stay on track. 

(See next section for details on parents entering classrooms.) 

 

PARENTS ENTERING NURSERY CLASSROOMS WHEN NOT SERVING 
We understand that there are times when a parent feels the need to enter a nursery 

classroom to help his/her child acclimate to a new room, new situation, etc. We expect 

these parents to FIRST drop off their child with us in case the child can settle down 

quickly, with the help of our workers. If, after 15 minutes, a child is not settling down, we 

will text the parent to return to the nursery. You will then have the choice to either help 

your child settle down in his/her classroom for 10 minutes (maximum), OR check out 

your child from the nursery and take him back to the service or to the Family Overflow 

room with you.  Any parent who enters a nursery classroom for this purpose, who is 

NOT OFFICIALLY SERVING in the nursery at the time, is not allowed to pick up or help 

any of the other children in that classroom. Parents who return to the nursery for this 

purpose, toward the end of a service, will need to check out their child and leave the 

nursery area at least 10 minutes prior to the end of the service so that our workers can 

complete their check out and cleaning procedures without distraction. 

**Exception: Member parents who have not gone through High Pointe's child protection 

screening process may not be in nursery classrooms for any reason during class times 

and will need to check out their child who isn't acclimating well.  



 

 

BINS/TOYS/PERSONAL ITEMS 
Please fill a bin (hallway, outside the nursery area) with items your child will NEED while 

in the nursery and bring it with you to check in. We do not take backpacks or diaper bags. 

Snacks you pack in the bin will be given instead of our nursery snacks. HPBC will not be 

held responsible for personal items brought and potentially lost. We ask that your children 

NOT bring their own toys to the nursery. We have plenty!   

 

PICKING UP YOUR CHILDREN 
Guests, please remember the claim tag when coming for your child after services.  Be 

sure to let the worker know if another adult is going to pick up your child and. This adult 

must have the claim tag in hand. Members, please ask to add any members you desire to 

pick up your children to your member file in our system. Otherwise, member parents are 

expected to be the only ones picking up your own children. PLEASE BE PROMPT!  The 

children are getting very tired by the end of the service and as they see other children 

leaving they get very anxious to leave, too.   

 

BITING 
Any child who repeatedly bites other children will be asked to withdraw from the nursery, 

although each case will be handled on an individual basis. 
 

DISCIPLINE 
Our faithful workers deserve the respect and cooperation of well-behaved children.  We 

believe this training begins in the home.  At times, workers may use time-out or loss of 

privileges for a misbehaving child.  Parents should be informed when picking up their 

child if discipline problems have occurred.  In some cases of outright defiance, 

uncontrollable rages/fighting, complete disrespect for workers, etc., parents will be called 

during the service to pick up their child from the nursery.  We may ask these parents to 

sit with their child the next time the family arrives for services.  In extreme cases, parents 

may be asked to withdraw their child from the nursery until behavior problems are worked 

out. 
 

WHEN THE NURSERY ISN’T USED 
We, at High Pointe, make every effort to create a warm, comfortable nursery atmosphere 

for both children and their parents.  We do, however, understand that there are times 

when some parents will not wish to use the nursery facility (newborn baby, slightly ill child, 

first time visitors, etc.).   For those instances, parents of little ones are welcome to use the 

Family Overflow Room, located upstairs on the West side of the building, where you can 

worship through live video feed.  
 

 

 

 



 

 

 

 

 

CAREGIVER PROCEDURES 
 

BE PROMPT 
In order to run a successful nursery, punctuality is a must.  No children will be left in the 

nursery department until caregivers are in place.  Please be in place, ready to receive the 

children, at least 15 minutes prior to the start of the service in which you are serving.   

 

CONTACTING PARENTS 
If you need to communicate with a parent, please ask your coordinator to text him/her.  

 

BAGS, BOTTLES, ETC. 
Parents are encouraged to label all their children's belongings.  In case they forget, 

masking tape and a marker are available in the nursery cabinet.  It's easy to lay something 

down and later forget who it belongs to. Do your best to put the children’s personal items 

back in their bins as soon as they aren’t using them anymore.  

 

SNACKS 
Snacks sent by parents and located in the child’s bin should be given to the child instead 

of our nursery snacks. A child without snacks from home can be given our snacks. Check 

bins first! Also, be sure to check for allergy stickers prior to each snack time. 

 

OLDER CHILDREN 
Older children are only allowed in the nursery rooms while you are serving and if given 

special permission. If you have a child who does not have supervision during worship 

while you are serving, please see the Nursery Director to discuss the situation. Teens, 13 

and older, are not allowed in nursery rooms unless they are approved workers.

MALE VOLUNTEERS/WORKERS— We appreciate the dads and other male 

members who give of their time to serve in our church nursery. They are such a 

blessing!  We do, however, expect female workers to be the ONLY ones who take 

children to the restrooms or change diapers.  

 

NURSERY BINS — Always check bins prior to snack times. Parent provided snacks 

are served, if sent, rather than our nursery snacks.  

 

NAMETAGS — Be sure to always check nametags prior to diaper changing, taking to 

the restroom, or serving snacks. Nametags are color coded to alert you to allergies and 



 

parents’ wishes regarding diapering or restroom needs.  
 

 

 

 

 
  

 

 

SICKNESS/ILLNESS POLICY 

 
What signs should I monitor to determine if my child should stay home from 

church or away from other youngsters? Ask yourself these questions:   

 

Does my child feel well enough to comfortably participate in the program’s activities?  

Sick children who are lethargic or whiny are often giving clues that they would be better 

off resting at home.   
 
Did the doctor diagnose a contagious illness that should keep your sick child at home?  

Illnesses such as covid-19, pink eye, head lice, strep infection, whooping cough, and 

covid-19 are highly contagious. In this case, your child should remain isolated from 

others until the risk of infecting others has passed. 

Does your child have any other symptoms? 
 
Fever above 99.9* F 

Signs of possible severe illness such as uncontrolled coughing, difficulty breathing, 

wheezing, persistent crying or lethargy 

Diarrhea, a stool that runs out of a diaper, or a sick child who can’t reach the bathroom 

in time 

Vomiting 

Any sort of rash, especially when accompanied by a fever or behavioral changes 

 

   If your child displays any of the above symptoms within 24 hours before coming to 

nursery, or you suspect for any other reasons that your child has a contagious illness, 

please keep your child at home for the day.  As parents, please follow the “Golden 

Rule”.  Thank you for your help as we strive to keep our nursery area a safe and healthy 

place for our precious children and our faithful workers.                                   
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