
ADVANCE KIDS POLICY GUIDE 

SETUP & PREPARATION 
• Prepare for the lesson by previewing the video and using the curriculum guide on 

Planning Center. 

• Pray for the children throughout the week. 

• Arrive at 4:30 P.M. to allow time for classroom setup and final lesson preparations. 

• Wear the classroom ID badge; all volunteers must wear these in the classrooms. 

• Remain in the classroom at 4:45 P.M. to greet families as they arrive. 

• Interact with the children and join them in activities. 

• Begin the lesson between 5:05 P.M. and 5:10 P.M. to allow for latecomers. 

GENERAL EXPECTATIONS 
• Volunteers should be committed followers of Christ. 
• All classrooms should be prepared and fully staffed 15 minutes before the service 

starts. 
• Classrooms should be left clean after the children leave. 

SERVING SCHEDULE 
Four teaching teams serve in each classroom on a rotating basis. Each team serves one 
week a month. Volunteers are to look ahead at the calendar and block out dates that they 
are not available since their time in Advance Kids does not fall on the same week of each 
month.  

At the beginning of each month, volunteers will receive an email from Planning Center 
notifying them of their scheduled service date for Advance Kids. Once they are scheduled, 
volunteers may access lesson plans through Planning Center. Then, volunteers will receive 
a reminder email the week they are scheduled to serve in the classroom. 

When volunteers know ahead of time that they will not be able to serve on their 
scheduled days, replacement volunteers must be found. In the event that you are unable to 
serve your scheduled shift, please contact Jess Toth or Heather Prentice as soon as 
possible. 
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VOLUNTEER SCREENING AND ABUSE PREVENTION POLICY 
This policy is specifically intended to protect our children from all forms of abuse and to protect 
adults as well. This policy addresses three areas: volunteer screening, reporting procedures, and 
additional safeguards. 

• All adult volunteers working with minors must complete a background check. Clearances 
must be updated as required by the state of Pennsylvania. 

• If you suspect any child abuse or neglect, please call the PA Department of Human 
Services ChildLine to make a confidential report at 1-800-932-0313. 

• Any suspicion of child abuse or neglect should also be immediately reported to Heather 
Prentice or one of the elders. 

• Volunteers are expected to observe the following additional safeguards: 
• Two volunteers must be present in a classroom before children are received. 
• No one may be alone in a classroom with a child. 
• No one may be alone in a bathroom at any time with a child. 

SECURITY POLICY 
Many different volunteers care for children each week. It is very difficult for each volunteer to 
know every child and the many different changes in family situations. Because we want to ensure 
safety, we ask that parents adhere to the following procedures: 

• Parents check in themselves and their children at the community table, and they will 
receive a name tag with a non-static number that matches the child’s. 

• At least one of the parents will accompany their children to their age-appropriate 
classroom. 

• When picking up the child(ren), the parent must be wearing his/her name tag in order to 
receive the child. 

• The children’s ministry volunteer will match the security numbers on the parent’s name tag 
and the child’s name tag before releasing the child. 

RESTROOM POLICY 
For the protection of our children and volunteers, it is important to observe the following 
guidelines when taking children to the bathroom: 

• A volunteer is never allowed in a bathroom alone with a child. 
• If needed, volunteers may assist a child with his/her clothing in the open doorway before 

the child goes into the bathroom. 
• Encourage children to do as much of this for themselves as possible. 
• Stand with your foot in the door to monitor the needs of the child. 
• If you have an emergency situation where a child is sick or needs assistance, please prop 

open the bathroom door and ask the hall monitor or another volunteer to help you. 
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IN CASE OF INJURY 
If there is an injury in the classroom: 

1. Apply basic first aid.  Do not apply or administer medication. 
2. Fill out an Incident Report Form located in every classroom. 
3. Ask the hall monitor to make a copy of the Incident Report Form. 
4. Notify Heather Prentice (or an elder) and the child’s parent and ask them to sign the 

church’s copy of the Incident Report Form. 
5. Return the signed Incident Report Form to Heather Prentice. 

Any serious injury involving seizure, head or eye injury, broken bones, loss of consciousness, 
excessive bleeding, allergic reaction, etc., should be treated as follows: 

• Remain calm and keep the child as calm as possible. 
• Remove other children from the immediate area. 
• Call for the Advance Kids ministry staff. 
• Do not move the injured child. 
• An Advance Staff member will call 911 if necessary. 
• If the parents/guardians cannot be found and the child needs to be transported to the 

hospital, an Advance staff member must accompany the child.  
• All volunteers and Advance staff members involved in the emergency must fill out an 

Incident Report Form immediately after the emergency.  

SICKNESS POLICY 
Children who are not feeling well should not be in the classrooms.  
Upon the recommendation of the Committee on Control of Infectious Diseases of the American 
Academy of Pediatrics, a child should not be participating when any of the following conditions 
exist: 

• Fever 
• Vomiting or diarrhea 
• Any symptoms of childhood diseases such as chicken pox, strep throat, flu, etc. 
• Common cold from onset through one week 
• Croup 
• Fifth disease 
• Any unexplained rash 
• Pink eye or other eye infections 
• Cloudy or green runny noses 
• Any other communicable disease 

We require that a child be free of a fever for 24 hours before entering any Children’s Ministry 
classroom. 
If a child becomes ill in class, contact the hall monitor, whose cell phone number is on the wall in 
the classroom. Please separate the child from the rest of the class while the hall monitor contacts 
the child’s parents. 
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SEVERE ALLERGIES 
While we cannot guarantee an environment completely free of anything that will trigger a severe 
allergic reaction, we are absolutely committed to providing the safest environment possible for our 
children. It is the responsibility of any volunteer or parent of a child who has a severe allergy to 
make this know to the Advance Kids ministry staff. We have placed pertinent allergy or medical 
information on the name tag of each child and volunteer who have indicated having a severe 
allergy. All volunteers are asked to be aware of any children and volunteers with a severe allergy. It 
is also imperative that volunteers and children, without the prior approval of the Advance Kids 
Ministry Staff, do not bring any food or anything that has come into contact with something 
containing traces of nuts into the Advance Kids Ministry area.  

PROCEDURE FOR HANDLING BODILY FLUIDS 
1. Remove children away from any contact with the soiled area. 
2. Always wear clean rubber gloves and avoid contact with waste or fluids. 
3. Using a strong disinfectant like Lysol or bleach and water to clean the area. 
4. Put all contaminated disposable cleaning supplies in a separate garbage bag.  
5. Notify the Advance Kids ministry staff immediately if the soiled area is too large to clean.  

EMERGENCY PROCEDURES 
If an emergency occurs within the Advance Community Church facility that requires children to be 
evacuated (fire, electric sparks, pipes bursting, etc.), the following procedures will be followed:  

RESPONSIBILITIES OF THE ADVANCE KIDS VOLUNTEERS 
1. Leave the fire area immediately, removing any person in immediate danger. If possible, 

bring the attendance form with you. 
2. Activate the building fire alarm system by operating the nearest fire alarm station as you 

leave the fire area and yell, “FIRE”! 
3. Instruct children and adults to leave the building. If you encounter smoke in the exits, 

use an alternate exit.  
4. Ensure all windows and doors are closed (to confine the fire).  
5. Congregate outside the building on the back lawn. This is the grassy area next to the 

pavilion. Once you are outside the building, ensure that every child in your class/group 
is accounted for.  

6. Parents will not be permitted to retrieve their children inside the building. Parents in the 
sanctuary or other parts of the building will be expected to exit at the nearest exit. They 
can check on the status of their children once outside the building.  

7. Parents and Advance Kids volunteers will follow the standard sign-out procedures 
outside the building. 

Each volunteer will be responsible for the children in their group. Do not allow children back into 
the building until the Fire Department has responded and the cause of the alarm has been 
determined.  
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CLASSROOM RULES 
Lower Elementary 

• Obey your teachers. Romans 13:1-2 
• Share with others. Hebrews 13:16 
• Be helpful. Galatians 5:13 
• Be honest. Colossians 3:9 
• Be kind. Ephesians 4:32, Colossians 4:6 
• Speak nicely to each other. Ephesians 4:9 

Upper Elementary 
• Obey your teachers. Romans 13:1-2 
• Respect yourself, others, property. Philippians 2:3 
• Listen carefully. Proverbs 18:2-3 
• Be helpful. Galatians 5:13 
• Be honest. Colossians 3:9 
• Be kind. Ephesians 4:32, Colossians 4:6 
• Use encouraging words. Ephesians 4:9 

DISCIPLINE POLICY 
Two types of situations arise where it may be necessary to discipline a child: (1) willful 
disobedience and disruption in the classroom and (2) aggressive or unacceptable behavior in the 
classroom.  
• We believe that an environment of safety in the classroom must be maintained at all times.  
• When a child is aggressive or provoking in his/her behavior, the safe and caring atmosphere of 

the classroom is threatened. If the child is behaving in this manner, implement the following 
techniques:  

• Clearly define the rules and expectations for the classroom and clearly communicate 
them to the students.  

• Aim to change the behavior of a child who is acting disobediently or disrupting the 
learning environment. 

• Be clear: inform the child of the inappropriate behavior and explain the desired 
classroom behavior.  

• Be firm: let the child know the consequences of the wrong behavior and what will 
happen if it continues. If you have to stop the class, you must share the incident with the 
child’s parents or guardians.  

• Be consistent: this will help the children know the established boundaries.  
At no time is discipline to include:  
• Placing a child alone without supervision.  
• Subjecting a child to ridicule or threat.  
• Subjecting a child to excessive restraint or force.  
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Enforcement of Discipline Policy: A Three-Step Process 
1. The Advance Kids volunteer speaks to the child. 
2. The Advance Kids volunteer speaks to the child a second time and offers a choice of either 

stopping the behavior or sitting in the time-out chair. 
• If the child refuses to cooperate with sitting in the time-out chair, the Advance Kids 

volunteer can call the Hall Monitor to come and help remove the child from the class. 
• The Hall Monitor will speak with the parents about the incident when they pick up 

their child.  
3. Advance Kids volunteer speaks to the child a third time after a time out.  

• The child will be taken out of the class by the Hall Monitor to have a talk about their 
behavior. The talk will include a review of what the child did, how that behavior 
affected others in the class (Advance Kids volunteers and other children), what needs 
to change if child returns to class, and that the child will apologize to class.  

• The hall monitor and class teacher speak to parents after class letting them know what 
happened. They will be told that if the behavior happens again they will be asked to 
come and take their child for the rest of the service.  

• Any Advance Kids volunteer may help implement the discipline, such as sitting with 
the child. If a child has been disciplined, it is important to enlist the support of the 
parent in helping a child develop self-control.  

• Severe behavior problems may be very difficult to deal with. Do not let a child 
participate in horseplay or physically or verbally hurt other children in the classroom. 
If aggressive or hurtful behavior is observed and you are not confident that it will 
cease, seek the help of Advance Kids ministry staff. It will be up to the staff member to 
talk with the parents and, if necessary, to remove a child from the class for a period of 
time. 
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