[image: image1.png]dom 4’5}
Free

\v
HURCH
C




               

[image: image2.jpg]


[image: image3.jpg]Free

o

(o)
N3




.

Freedom Kidz Values

Safety

We will provide a safe environment for children to enjoy.  We want children to be safe and feel safe.  Parents should be confident that their child is well cared for while they attend service.  For this reason, we interview and run a background check on every partner.  Adults are never alone with children, and there are always two adults with children at all times.

Fun

We want the children to have fun!  Our desire is for each child to have such a great time that they beg to come back.  We believe that creating this fun environment for kids will help them learn more about Jesus.  We use games, crafts, and creative stories to communicate the message.  It is ok to have fun at church!!

Truth

We do not want to simply entertain children and we are not here to babysit.  We want children to learn about Jesus.  Lessons about Christ and the Bible will be age appropriate and will help them understand God’s love and plan for their life.

Freedom Kidz Environments

Freedom Kidz offers three different environments:

· PLAYLAND (Babies): 6 weeks to toddlers who are not yet two

· FUNHOUSE (Toddlers):  2 years to 5 years old

· BIGTOP (Elementary):  1st grade through 5th grade

The Elementary environment features large group teaching and small groups where children are further divided into small groups.


Partner Requirements 

1. Pre-Interview with the Children’s Pastor. Can be done over the telephone or in person. 

2. Fill out and sign the Partner Level Commitment sheet

3. Fill out a background Check.

4. 1st Serve (your first Sunday where you observe and help out to see if that is they area you want to partner in.)

5. Post- Interview with the Pre-School or Elementary Director. Can be done over the phone or in person.

Student Partners

Middle and High School students may partner in Freedom Kidz under the supervision of staff or adult partners.

Students in the 6th grade and higher may partner in the toddler room.

Students in the 9th grade and higher may partner in any room.

All students must complete 3 ways to serve commitment form, which must be signed by a parent or guardian.

Sunday Expectations

1. Partners should check in at partner headquarters 30 minutes prior to each service

2. Partners must be on time. Classrooms cannot be opened and children cannot be cared for until partners are in place.

Child Registration and Check-In

Our goal is to safely and quickly check-in each child in a friendly manner.  This is an important opportunity to make a positive impression.  All regular attenders and first time guests will check-in at the Check-In Station.

1. Parents may want to take their child to the restroom before checking them in.

2. First time guests will complete a registration card and be escorted to the appropriate classroom.  There they will be introduced to the teacher(s).

At the Classroom

1. Make sure that if there is a diaper bag with the child, their name is on it.

2. Sign in each child at the door, noting any allergies or special instructions.

Parents in the Room

A parent may choose to stay with his or her child during the service to observe the environment or comfort of the child.  They are welcome to visit, but they must be checked in as a visitor and receive a guest name tag.  They are not allowed to be alone with or lead the children in activities and can only provide care for their own child. 

Late Arriving Parents for Pick-up

If all other children have been picked-up, the “Two Adult Rule”  must be maintained and you should notify the Children’s Director.

Evacuation of the Building

In the event of an emergency, partners will need to gather the children into groups.  The partners will follow the exit signs to the closest door.  Upon exiting the building, partners should check their rolls to ensure that all children are accounted for.

General Wellness Guidelines

We ask that sick children do not attend Freedom Kidz.  The Committee on Control of Infectious Diseases of the American Academy of Pediatrics recommends that a child should not leave home when any of the following symptoms exist:

· Fever (over 100.4 degrees)

· Vomiting or diarrhea within the last 24 hours

· Any symptom of childhood diseases such as scarlet fever, German measles, mumps, chicken pox or whooping cough

· Common cold, including colored runny nose

· Sore throat 

· Croup

· Any unexplained rash

· Any skin infection- boils, ringworm, or impetigo

· Untreated pink eye or other eye infection

· Any communicable disease

· Lice, including the presence of eggs or nits

These are guidelines that we follow and we expect that a child or partner be free of fever for more than 24 hours before coming back to Freedom Kidz.

In the event of a contagious disease (lice, chicken pox, etc.) parents will be notified.


Medication

Freedom Kidz will not administer any medication except in life threatening situations when there is not enough time for a parent to come to the room and give it.

If a child has a potentially life-threatening condition and medication may need to be given, a Medication Authorization form should be completed and signed by the parent.

Each time a parent drops off a child and his/her medication, clear directions must be written out by the parent outlining the symptoms present when medication is needed and how it is to be dispensed.  The form is to be given directly to the Freedom Kidz partner to be read and ensure that no clarification is necessary.  The signed form is to be given to the Children’s Director for their records.

Accidents/Health Conditions

If you encounter a life threatening situation (loss of consciousness, significant loss of blood, difficulty breathing), immediately notify the Children’s Director.  The director will call 911 and notify the parents.

Minor accidents (bumps, bites, bruises, scrapes, etc.) can be handled in the room.  Band Aids are kept in the first aid kit.  Contact the Children’s Director in order to have the first aid kit brought to the room.  Minor accident forms should be completed and parents should be made aware.

The person who witnessed the accident needs to complete an Incident Report.  Record the situation and details to the best of your recollection.  Be honest with the parents about the situation that occurred; reassure them of our desire to provide the best care possible.  Simply offer your apology or concern.

Disabled Children

Special needs children are to be a part of the whole, not separated from the group.  The child is to be included in all activities.  

Any child that needs assistance or someone to oversee their care will have a partner work one-on-one with them in order to give them the best experience possible for learning about God’s love.

The goal is for all children to actively participate in Freedom Kidz without special assistance.  If you notice a child that may require assistance, please make the Children’s Director aware.  A partner will be contacted to help find the best way for this child to thrive in Freedom Kidz.


Partner’s Children

We do allow you to teach in your child’s room if they understand that you have a commitment to the other children in the room.  If you do not want to be in your child’s room, please communicate that to the director.  If you are unable to do your job due to distraction or lack of attention to other children, you will be replaced with another partner.

If a teacher cannot discipline your child by using “time out” or is having difficulty getting your child to cooperate, you will be asked to come and talk with your child.  You must take the child out of the room and into another setting.  Children see you as a teacher and they will not understand measures you may take with your own children.  Please discipline your child in privacy for this reason.

Ways to Avoid Problem Behaviors

· Be sensitive to the moods of the children in the group.

· Provide enough space for each child.

· Set clear and age appropriate expectations with the children.

When Kids Require Discipline or Guidance

· Use a firm but gentle voice to address the behavior.

· Remove the child from the activity.

· Focus your remarks on the behavior you want to see.

· Do not use words or a tone of voice that shames or frightens the child.

· Do not use sarcasm or scream at the child.

· Never make remarks that put down the child or make negative references about appearance, race, or gender.

· Never use corporal punishment or spanking of any kind.

· If the child will not listen, notify the person at Check-In who will page the parents.

· Use touch in affirming ways

Appropriate examples:  high fives, pat on the back or shoulders, etc.

Inappropriate examples:  demanding/expecting hugs, slapping on the buttocks, kissing, etc.

Biting, Hitting, etc.

Isolate the child by putting them in a crib or time out chair.  Comfort the one hurt.  Notify the Children’s Director immediately.  The director will discuss the issue with both sets of parents.  Do not point out the biter and talk to parents separately.


Reporting Potential Abuse

· Report suspicions of child abuse/neglect to the Children’s Director.

· Report any suspicions that a child or teen reports to you about potential abuse to the Children’s Director.

· Report any inappropriate behavior of a co-partner to the Children’s Director.

· Do not wait or second-guess your observations.

Crying Children

Crying children obviously need care and compassion.  When crying is not due to obvious concerns (children hurt or sick), please tend to their immediate needs.  Beyond diaper changing, hunger needs and being picked up, trying to engage the child in some activity (quiet reading or music) will often help.

Reassure children that they are in a fun, safe place.  If asked, reassure them that their parents will be back soon.  If appropriate, tell them the schedule so that they know what to expect.  

If the child is still crying after you have met immediate needs and tried to engage them in activity, make the Children’s director aware.  If the child has been crying consistently for 10 minutes, the parents will be notified.  Tell the child that his/her parent is on the way and continue to try and engage them in activity.  When the parent arrives, explain that the child’s immediate needs were tended to and that you tried to engage them in activity.  The parent can stay with his/her child and participate in Freedom Kidz.  If a parent stays, please get him/her a visitor name tag from Check-In.

If the parent decides to leave with the child, let the parent and child know how much we enjoyed him/her being here and that we look forward to seeing them again next week.  Be sensitive to answer any questions that the parent might have.

Diapering policies

The person changing diapers should be a female.  To provide the best care, please check the diapers of all infants and toddlers during each service.  If a child is attending more than one service, check them each service.

· Change diapers at the diaper station

· Change diapers within the sight of other partners

· Cover changing pad with a fresh diaper pad

· Have supplies ready before placing the child on the changing table

· Once the child is placed on the table, put on gloves

Always be attentive, keeping one hand on the child

· Throw away diapers, diaper pads, and gloves (dirty diapers should be sealed in the provided plastic bags)

Toilet-Trained Children Who Have Accidents

When a child who is toilet-trained has an accident, notify the director and the parents will be notified.  If Freedom Kidz has spare pants and underwear, please offer them to the parent and child.  If parents appear angry, help to diffuse the situation by reassuring the parents that this happens to all children.

Children who have had an accident do not need to leave Freedom Kidz.  However, if we do not have spare clothes for them, then it is up to the parent.

Feeding

Please follow the parent’s instruction in detail when feeding the children.  

In addition:

· Bottles and food should be administered by adults

· Ensure that the bottle or food is properly labeled

· Check for allergies before feeding

· Burp infants after giving them a bottle

Bathroom Policies

· A same gender adult should walk child to bathroom.  The “two adult rule” is applicable if attending to a child who is in the bathroom.

· If the child needs help, keep the door open and assist them, maintaining the two adult rule.

· Always wash your hands and the child’s hands with soap and water after using the bathroom.

· An adult should enter the bathroom to check for any other adults.  The only adults in the bathroom should be the children’s workers.

· The adult worker should wait outside the bathroom door with the door slightly open unless a child needs assistance.  In this case, the two adult rule must be followed.

· If special help is required (young child or medical conditions that require help), another same gender should be a witness.

Tear Down and Clean Up Procedures

· Use Clorox spray to wipe down any toys that have come in contact with children.

· Make sure things are packed in appropriate bins.

· Show utmost respect for the classrooms, remembering that we are guests of the school that we are using weekly.

· Make sure the trash is taken out.


PARTNER LEVELS IN                                         

Please check one of the three boxes below: 

	LEVEL
	TERMS OF SERVICE
	EVALUATION
	TRAINING / INCENTIVES

	Director
	· 4 opportunities/month

· 1 year commitment
· Background Check
	Once per year based on:

1. Leadership

2. Attitude

3. Competence

4. Commitment

Evaluated by Children’s Pastor
	· Monthly ”In The Lead Meeting”

· Vision field trips
· Special name tags
· Quarterly Team Training


	Team Lead
	· 2-4 opportunities/month

· 6 month commitment

· Background Check


	Once per year based on:

1. Attitude

2. Competence

3. Commitment

Evaluated by Area Director
	· Individual training with Director
· 2-3 Team trainings per year
· Read and sign off on the Freedom Kidz Manual

	Partner
	· 1-4 opportunities/month

· 3 month Commitment

· Background Check


	Once per year based on:

4. Attitude

5. Competence

6. Commitment

Evaluated by Area Director
	· Orientation @ 1st Servve
· Training needs based on location of Serve
· Quarterly Team Training
· Read and sign off on Expectation Sheet


 By Signing below, I commit to fulfill the obligations indicated above by my check mark.

Signature: __________________________________________ Date: _____________

