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Dear Volunteer,
Welcome to Kidzone at Redemption Chapel!
Thanks so much for your interest in serving with us! We love our volunteers,
and we are so grateful for your desire to bless our kids and families by
serving in Kidzone! We have three values that guide all we do in our ministry.
We want everything we do to be safe, fun, and gospel-centered. This manual
contains our gameplan for doing all we can to meet those values. In addition
to following the policies in this plan, we ask you to join with us in praying for
God to protect our church and keep our kids safe. Our trust is in Him and
not in this booklet. That said, we have done our best to come up with a wise
plan to do our part to protect our kids, to protect you as our volunteers, and
to protect the mission of Redemption Chapel.
The pages of this handbook provide a detailed overview of procedures and
guidelines for Kidzone volunteers and staff members. The following
procedures have been adopted and will be diligently enforced.
After you have completed Kickstart: Kidzone Volunteer Orientation, sign and
return the agreement form located on the last page. Read through this
manual and then keep it for future reference.
Sincerely,

Peter Knotts
Kidzone Director
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The Four Safety Steps for Prospective Volunteers
Because we desire to protect the children who participate in Kidzone programs, Redemption
Chapel requires all prospective volunteers who want to work with children to complete
FOUR SAFETY STEPS before volunteer placements begin.
STEP ONE: Training
Kidzone requires that all Kidzone staff members and volunteers go through Kickstart:
Kidzone Volunteer Orientation before beginning to serve. This training will include
instruction about our policies and sexual abuse awareness training. Volunteers need to know
our policies well so that they can abide by them. We take our policies seriously and follow
them on a weekly basis. Volunteers are also required to report any policy violations to Peter
Knotts, the Kidzone Director, Mary Butcher, the Kidzone Assistant, or one of our Pastors.
In addition to knowing our Kidzone policies, staff members and volunteers should have a
basic understanding of the characteristics of sexual abusers and their behaviors in ‘grooming’
a child for sexual abuse. Grooming is the process used by an abuser to select a child, win the
child’s trust (and the trust of the child’s parent or ‘gatekeeper’), manipulate the child into
sexual activity, and keep the child from disclosing the abuse. To equip staff members and
volunteers with the information necessary to recognize abuser characteristics and grooming
behavior, Redemption Chapel requires all staff members and volunteers who work with
children to complete Sexual Abuse Awareness Training. It will be completed by attending in
person or watching a video. Following that training, prospective volunteers will be required
to sign the last page of this manual indicating that they agree to abide by these policies.
STEP TWO: Screening Process
Serving as a volunteer in Kidzone is considered a privilege and not a right. We are grateful
for your desire to serve, and we appreciate you! But we also know that we need to be careful
about who gains access to our children. With this in mind, prospective volunteers must
complete our three-part Screening Process.
1) Prospective volunteers must have regularly attended Redemption Chapel for three
months before being eligible to begin the screening process.
2) Prospective volunteers must complete a 15-minute Phone Interview. This interview
will include some possibly uncomfortable but also necessary questions.
3) Prospective volunteers must also complete a background check with our system even
if they have already completed one elsewhere.
STEP THREE: Observation
Prospective volunteers will also be scheduled to complete an observation for a full service in
Kidzone. During this observation, the volunteer will be able to experience how Kidzone
works, and we in Kidzone will be able to observe how the volunteer interacts with children.
STEP FOUR: Approval Decision
Once the prospective volunteer has completed the first three safety steps, it will be up to the
Kidzone Director to determine whether they are approved to serve in Kidzone.
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General Kidzone Policies
ABUSE TOLERANCE
Redemption Chapel Kidzone has zero tolerance for sexual or physical abuse in ministry
programs and ministry activities. It is the responsibility of every staff member and volunteer
at Redemption Chapel to act in the best interest of all children in every program.
REPORTING SUSPICIOUS OR INAPPROPRIATE BEHAVIORS AND POLICY
VIOLATIONS
In the event a staff member or volunteer observes any inappropriate behaviors (i.e. policy
violations, neglectful supervision, poor role-modeling, grooming behaviors etc.) or suspected
abuse or neglect (physical, emotional, or sexual) it is that individual’s responsibility to
immediately report their observations to Peter Knotts, the Kidzone Director, Mary Butcher,
the Kidzone Assistant, or one of the Pastors. What constitutes “inappropriate behavior” will
be clearly defined and explained in the Sexual Abuse Awareness Training. Any report of
inappropriate behaviors or suspicions of abuse or neglect will be taken seriously.
Staff members and volunteers are required to verbally report an incident within 24 hours of
the incident occurring. After receiving a report from a staff member or volunteer, the Pastor
will be notified as soon as possible. The Kidzone Director or the Pastor will then speak
directly to those involved and check the security camera footage in order to get detailed
information about the entire situation. If appropriate, the Kidzone Director or the Pastor
will inform the appropriate law enforcement agencies or Child Protective Services.
ENFORCEMENT OF POLICIES
Kidzone volunteers are charged with the diligent enforcement of all Kidzone policies.
Violations of these policies are grounds for reassignment from Kidzone positions. Any
person accused of committing a prohibited act or any act considered by the church to be
harmful to a child will be immediately suspended from participation in Kidzone. This
suspension will continue during any investigation by law enforcement or Child Protective
Services. Failure to report suspicions of grooming or abuse is also a violation of this policy.
Volunteers should err on the side of reporting too much rather than too little. Final
decisions related to policy violations will be the responsibility of the Kidzone Director and
the Pastors.
CHECK-IN AND CHECK-OUT
When parents check their kids into Kidzone, the parent and the kid both receive stickers
with a three-digit confirmation code on them. When parents return to check their kids out,
they have to bring their confirmation code sticker and show the volunteer that it matches
their kid’s sticker. Volunteers must check the codes no matter what. Even if the
volunteer knows the parent or child, they must check the code. Do not take the parent’s
sticker, since they may need it to check out another child. If the child or parent loses their
sticker or if a parent wants their sticker reprinted, then the volunteer needs Peter or Mary to
give approval that they know the family or have checked our database and know that this
adult has custody of this child before releasing the child or reprinting the sticker.
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In the event of a computer or power failure, we could have to make check-in nametags
manually by writing on the tags ourselves. The kid’s tag needs to have the child’s full name,
classroom, a three-digit code, and the parent’s phone number. The parent’s tag would only
have the child’s code. If this were to happen, we would need volunteers to help with crowd
control in the hallway and with making nametags at the Hub Desk.
TWO ADULT RULE
During any Kidzone services, there must be two adults in every room. No
exceptions. If there are not two adults available, classes must be combined so that there are
two or more adults. Even when a child needs to go to the bathroom, the Teacher and
Assistant must never set foot outside their classroom. In this case you can follow the
bathroom policy below. Teachers and Assistants must not leave their classrooms unless
there is a fire or an intruder emergency. If an Early Childhood Teacher needs something,
they can simply open the upper door to their room and call for the person at the Hub Desk.
If an Elementary Teacher needs something, they can come to the doorway of their class and
ask one of the volunteers in the Grid for help. Alternatively, the Teacher or Assistant can
send a text message to Peter or Mary, both of whom will be closely monitoring their phones
during Sunday services. Peter’s and Mary’s phone numbers will now be included at the
bottom of Planning Center scheduling emails. For the purposes of Kidzone, “adult” means a
volunteer who is in 6th grade or older.
LANYARDS AND NAME TAGS
All adults must wear Kidzone lanyards or nametags while working with children in Kidzone.
This allows kids and other volunteers to know who is safe and who might not be.
MINIMUM AGE FOR VOLUNTEERS
Volunteers working in Kidzone must be in middle school (6th grade) as a minimum age if
they are responsible for taking care of children. Younger children may be allowed to fill roles
that don’t involve supervising other children. For example, techs in the GRID can be
younger as long as they can perform their tech duties. Volunteers in the Nursery must be at
least 16 years old.
MEMBERSHIP REQUIREMENT FOR TEACHERS
During any Kidzone class, there must be a Teacher who is a Member leading the class. The
Assistant does not have to be a Member, but the Teacher must be a Member. The only
exception to this is if the Teacher has the approval of Peter and Mary and has agreed to
attend the next Redemption 101 and Membership Class.
VISITORS AND SIBLINGS ATTENDING CLASS TOGETHER
If a child wants to go to a class with a friend or sibling that they came with who is of a
different age, the younger child may attend class with the older child but not vice versa. We
cannot allow an older child to be in class with a bunch of younger children. This situation
invites bullying.
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GENERAL NURSERY POLICIES
1) The bottom door to the children’s area of the Nursery must always be kept shut so
that kids can’t slip out. Kids should be lifted over the bottom door to get into and
out of the Nursery. Volunteers who leave or enter using this door should do so
carefully, watching to make sure kids don’t get out in the process and locking the
door afterwards.
2) There must be at least two adults in every nursery room. The nursery rooms that are
joined by a door count as two different rooms.
3) Adults serving in the Nursery should take off their shoes and put them in the
cubbies while serving.
GATEKEEPING
It is important that volunteers at the Hub Desk and at the doors of the Early Childhood
classrooms recognize their roles as “Gatekeepers.” This pivotal role involves deciding who is
allowed into the childcare areas of Kidzone.
1) Children must not get through the gate without a tag. They need to be checked as
they enter the childcare area.
2) Children must not get through the gate if they are visibly ill. If they have a runny
nose with green or yellow drainage, a skin rash of any kind, persistent coughing, Pink
Eye, or any discharge coming from their eye, you should bring them to Peter or
Mary. We will explain to the parents why their kids are not allowed into Kidzone.
3) Children must not get through the gate while eating. If they have a donut, they need
to finish it outside of the childcare area.
4) Adults who are not Kidzone volunteers must not be allowed in childcare areas unless
they have a neon yellow guest sticker. Parents have an open invitation to observe all
programs and activities in which their child is involved as long as they have a sticker.
No adult who is not wearing a Kidzone lanyard, Kidzone nametag, or guest sticker
should be allowed into areas where our children are participating in Kidzone
progams except during Check-in and Check-out in the GRID. The exception is
when parents come in for a short time to help their child adjust. Parents who desire
to participate in or have ongoing contact with their child’s program will be required
to complete Kidzone’s volunteer Screening Process and the Four Safety Steps.
5) Elementary Teachers also act as Gatekeepers when it comes to health. Teachers
must be aware of the health of their kids, even if the kids have already entered
Kidzone. If a Teacher realizes a kid has the symptoms listed in #2 or is otherwise
obviously ill, that child needs to leave Kidzone for the safety of the other children.
Send them to the Hub Desk, and Peter or Mary will contact their parents.
6) If volunteers see an adult with a bright yellow sticker, they should keep an eye on
that adult and how they interact with the children since that adult will not have been
through the Kidzone Screening Process or completed the Four Safety Steps.
WORSHIP ATTENDANCE FOR VOLUNTEERS
We want our Kidzone volunteers to be spiritually fed and spiritually healthy. With this in
mind, volunteers should plan to attend a worship service in the Worship Center before or
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after they serve. We don’t want our volunteers coming to church only to serve with Kidzone
and then leaving.
UNSUPERVISED CHILDREN OR 1-1 INTERACTION WITH CHILDREN
No child will ever be left unsupervised in Kidzone during church services or events except
when they are in the bathroom. Kidzone staff members and volunteers are prohibited
from being alone with an individual child in any room or building at any time. No
exceptions. In the event a staff member or volunteer finds himself/herself alone with a
single child, that staff member or volunteer will take the child to a room occupied by others.
On a related note, children should not be allowed to go anywhere where they cannot be
supervised by volunteers. For example, we need to keep kids from going behind the black
curtains in the GRID or going into the bathrooms to play in the Early Childhood
classrooms.
VOLUNTEER TO CHILD RATIOS
Redemption Chapel is committed to providing adequate supervision in all Kidzone
programs. Accordingly, the following minimum volunteer to child ratios will be observed.
Program
Nursery
2 and 3 years old
4 and 5 years old
Elementary

Volunteer/Child
1/4
1/6
1/9
1/10

There will always be two adults in every class, however these ratios have to do with the
minimum amount of adults we require for a certain amount of kids. So if there are a lot of
kids, we may need more than two adults. We will use these ratios to determine how many
adults are needed. So for 12 Nursery age children, we have to have at least 3 adults, because
the Nursery ratio is 1/4. But 12 Elementary age children only need 2 adults, because the
Elementary ratio is 1/10. If a volunteer is ‘out of ratio’ it is his or her responsibility to
immediately notify a Hub Desk volunteer, Peter, or Mary.
DISCIPLINE
It is our policy that staff members and volunteers are prohibited from using physical
discipline in any manner for behavioral management of children. No form of physical
discipline is acceptable. Children are to be disciplined using “breaks” and other nonphysical methods of behavior management. We call these “breaks” instead of time-outs,
because we feel like that will be less likely to offend parents. In employing this procedure,
staff members and volunteers should observe the following guidelines:
1) Verbally redirect the child before physically intervening. With younger children
some physical redirection may be necessary (for example, removing a toy from the
hands of a child that is hitting another kid or getting in the way of a child who is
trying to hit another kid.)
2) If a child repeatedly refuses to follow the instructions of a Teacher or Assistant after
being given three warnings/strikes, the Teacher or Assistant should tell them that
they have to take a break from participating in the class’s activities. It is usually best
to send the child to the Hub Desk to serve their break there, but they can also serve
their break in the classroom. Only adults who are 18 or over should decide when
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3)

4)
5)
6)
7)

kids are given breaks as a discipline measure. Kids will also lose their discipleship
page sticker when they get a break.
Provide the child with a simple, understandable reason for the break, and provide the
child with clear explanation of your expectations. (“Jamie, you didn’t stop hitting
Chris when I asked you to, so you need to go sit at the Hub Desk for three
minutes.”) Do not physically hold a child for a break. (If the child refuses to go to
the Hub Desk or to your designated spot for a break, alert the volunteers at the Hub
Desk. We will contact their parents.)
If the break is happening in the same room as the other children, provide the child
with a chair to sit in or a “spot” to sit on (using a pillow, blanket, carpet square, etc.)
until their break is complete.
For Early Childhood kids, follow the rule of thumb that a break is ineffective if it
lasts longer than one minute for every year of the child’s life (3 years old, 3 minutes).
For Elementary kids, the break should last about 5 minutes.
Praise the child once he or she has completed the break and tell them that their
reward is being able to rejoin the group. Remind them that repeating their initial
behavior will result in further breaks. Follow this with praise.
If you end up having to give a child a break, you should inform Peter or Mary on
that day before leaving the church. Since discipline of children can be a sensitive
topic for parents, Peter or Mary will decide if the child’s parents need to be told
about the break and will talk to the parents if necessary.

INTOXICANTS
Staff members and volunteers are prohibited from the use, possession, or being under the
influence of alcohol or any illegal drug or tobacco while in any church facility, or while
working with or supervising children during any Kidzone program or activity.
MEDICATION
A staff member or volunteer may not administer medication to any child while serving in
Kidzone. The only exception would be a diaper rash cream.
PAGING PARENTS
Parents who leave a child in the care of Redemption Chapel staff members and volunteers
during church services or activities will be contacted if a child becomes ill, injured, is crying
for a long time, or has a severe disciplinary problem while participating in Kidzone
programs. Kidzone staff members will first attempt to contact them using a text message.
Second, we will put their child’s code on the screen in the Worship Center. If we still cannot
reach the parent, we will look for them in person or consult with one of the pastors.
PHYSICAL CONTACT
Redemption Chapel Kidzone is committed to protecting the children in its care. To this end,
we have implemented a ‘physical contact policy’ that promotes a positive, nurturing
environment while protecting children and volunteers.
1) Side hugs, pats on the back, fist bumps, high fives and other forms of appropriate
physical affection between staff members or volunteers and children are important
for children’s development, and are generally suitable in the church setting.
2) Inappropriate touching and inappropriate displays of affection are forbidden.
Inappropriate touching includes things like rough-housing, wrestling, tickling,

© MinistrySafe All Rights Reserved.

9

3)
4)
5)

6)
7)
8)
9)

wedgies. Generally, any physical contact with a child in the areas a bathing suit would
cover should be avoided.
Physical contact should be for the benefit of the child, and never be based upon the
emotional needs of a staff member or volunteer.
Only children who are pre-k age or younger (on the Early Childhood side) should be
sitting in volunteer’s laps (unless a child has special needs or trauma in their
background and would benefit from this kind of affection.)
Physical contact and affection should be given only in observable places or when in
the presence of other children or Kidzone staff members and volunteers. It is much
less likely that touch will be inappropriate or misinterpreted when physical contact is
open to observation.
Physical contact in any form should not give even the appearance of wrongdoing.
The personal behavior of staff members or volunteers in Kidzone must foster trust
at all times. Physical contact must be above reproach.
Do not force physical contact, touch, or affection on a reluctant child. A child’s
preference not to be touched must be respected.
Staff members and volunteers are responsible for protecting children under their
supervision from inappropriate or unwanted touch by other adults or children.
Any inappropriate behavior or suspected abuse must be reported immediately to
Peter Knotts, the Kidzone Director, Mary Butcher, the Kidzone Assistant, or the
Pastors.

SEXUALLY ORIENTED CONVERSATIONS OR MATERIALS
Staff members and volunteers are prohibited from engaging in any sexually oriented
conversations with children, and are not permitted to discuss any inappropriate or explicit
information about their own personal relationships, dating, or sexual activities with any child
in the program. Staff members and volunteers are prohibited from possessing (or
transmitting to a child) any sexually oriented materials (magazines, cards, images, videos,
films, etc.) on church property or in the presence of children in their care. It is possible that
the 4th and 5th grade ministry may have curriculum that calls for discussions about sexuality.
If this happens, then these discussions would be appropriate in that context. However,
discussions should seek to reinforce the message of the curriculum and volunteers should
use caution in how they approach these discussions.
VERBAL INTERACTIONS
Verbal interactions between staff members or volunteers and children should be positive
and uplifting. Staff members and volunteers should strive to keep verbal interactions
encouraging, constructive, and mindful of their mission of aiding parents in the spiritual
growth and development of children. To this end, staff members and volunteers should not
talk to children in a way that is or could be construed by a reasonable observer as harsh,
threatening, intimidating, shaming, derogatory, demeaning, or humiliating. In addition, staff
members and volunteers are expected to refrain from swearing in the presence of children.
Volunteers are not also permitted to communicate with kids outside of Kidzone one on one
in a way that is secret or hidden from the child’s parents.
BULLYING
Bullying among students will not be tolerated. We want to love all kids, but if there is a bully
who will not change their behavior, then they must not be allowed to continue bullying
emotionally, physically, or relationally. The Teachers and Assistants should consult with the
Kidzone Director on how to handle any bullying problem that arises. In the event that
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Kidzone as a ministry have to choose where we stand, we will stand with the victim who is
being bullied. In extreme cases, we will not allow the bully to continue attending Kidzone
services.
SECRETS AND GIFT GIVING
Keeping secrets and giving gifts are behaviors that, though they may seem innocent, can
actually be part of grooming a child for sexual abuse. Because these behaviors are common
grooming behaviors, we do not want our volunteers doing these things. Volunteers should
not be giving kids any gifts or prizes beyond the normal Kidzone prizes. They also should
not share any secrets with the children. We want everything we do to be transparent and
above reproach as we care for our kids.
SURVEILLANCE CAMERA POLICY
Our building at Redemption Chapel is equipped with surveillance cameras in the classrooms
and hallways. The footage that these cameras record will be stored and will only be viewed in
the event of a problem being reported. The footage will be encrypted and password
protected on the Redemption Chapel Network. Access to the footage will be limited to staff
and possibly Elders.
GENDER
Redemption Chapel will require all church attendees to use the bathroom that corresponds
to their gender at birth, and we will refer to people using the pronouns that correspond to
their gender at birth. If a gender-related situation comes up, notify a staff member.
SOCIAL MEDIA

Volunteers are not permitted to take and share on social media pictures of kids when they serve in
Kidzone for several legal reasons.

FIRST AID
There is an up to date First Aid kit located at the Hub Desk on the right side if you are
standing behind the desk. Its location is marked by a big red and white sign.
AED
Our church has two AEDs located in the hallway near the Bridge and in the hallway near the
Annex offices. This device is capable of providing step by step auditory instructions for how
to resuscitate someone using the device.

Restroom and Diapering Policies
Restroom use and diaper changing are both situations that present a high risk in terms of
abuse, because clothes come off. The boundaries and cultural norms are different than
normal in these situations. Restrooms are also much more difficult to monitor than
classrooms. With this in mind, we have designed the following policies to keep our kids safe
in the restrooms and when their diapers are being changed.
RESTROOM POLICIES FOR ELEMENTARY KIDS
(KINDERGARTEN TO FIFTH GRADE)
1) Children must have an adult accompany them to the hallway restroom. However,
Teachers and Assistants must stay in their rooms at all times to maintain the 2
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2)

3)

4)

5)
6)

adult policy. So if a child in the K-3 area (the GRID) needs to go to the restroom,
the Teacher should stand in doorway of their classroom and get the attention of one
of the volunteers in the GRID. The volunteer will escort the child to the Hub Desk
where two volunteers will accompany them to the restroom. Kids should always go
out the front doors of the GRID by the Hub Desk when they need to use the
restroom. They should never go out the door in Diamond Room. If a child from the
Bridge needs to go to the restroom, two volunteers from the Bridge must escort
them or one volunteer from the Bridge must come to the Hub Desk and ask for help
escorting the child. There must always be two adults escorting a child to the
restroom.
It is possible that the Hub Desk may be empty if the adults who are usually there are
already escorting another child to the restroom. If the Hub Desk is empty, the
volunteer from the GRID should check the hallway to see if the Hub volunteers are
already by the bathroom. If they are, the volunteer can watch the child go to them. If
they are not, the volunteer should take the child back to their classroom and tell
them to wait and then try again in 5 minutes.
A pair of adults (Hub Greeters, Coaches, staff members, or classroom volunteers
who switch with Hub volunteers for gender reasons) will walk the child down the
hall to the restroom. One of the adults will need to be the same sex as the child. This
adult will open the restroom door and check if anyone is inside. If no one is inside
and no one goes in after the child, the two adults can wait in the hallway. Then they
can walk the child back to the GRID or the Bridge when they are finished.
If there is someone in the restroom or someone enters after the child, the adult who
is of the same sex as the child should stand at the door, holding it open, and watch
the child from the restroom doorway. So if there are people in the restroom at the
same time as one of our kids, there will be an adult in the hallway
outside the restrooms and an adult in the restroom doorway watching the child who
is in the restroom.
If two children enter the restroom at the same time, there should be one kid in each
stall. Kids should not go in a stall together or use a urinal together.
If the child asks for help in the restroom, two adults who are of the same sex as the
child will be needed. One adult should enter the restroom to help the child while the
other adult watches from the open doorway. The help needs to happen where both
adults can view what is happening. No adult should ever be alone in the restroom
with a child that is in the care of Kidzone. No adult should ever be in a
restroom with the door closed with a child while that child is in the care of
Kidzone.

RESTROOM POLICIES FOR EARLY CHILDHOOD KIDS
(AGES 2 THROUGH 5)
1) If a child needs to use the restroom, they should go in by themselves and the
Teacher should encourage them to use the toilet independently if possible. The
Teacher should check on them through the window if they seem to be taking a
while. If the child asks for help or is still potty-training, then two female adults will
be needed. One adult should stand in the doorway where they can view both the
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2)
3)
4)

5)
6)

class and the restroom. The other adult should help the child in view of the adult in
the doorway. If there are only two volunteers in the class, an extra volunteer from
the Hub Desk should be called in.
No child will be forced to potty-train.
Children should be verbally assisted wherever possible.
“Accidents” should be handled by reassuring the child and completing the changing
of diapers or underwear and clothing in the line of sight of another volunteer. Extra
clothing and diapers should be provided by the parents if the child is potty-training.
If not, we will page the parent.
Parents should be consulted on each child’s progress in the potty-training process
before leaving the child with volunteers.
Parents will offer instruction to staff members or volunteers to change the diapers of
special needs individuals. After the age of 4, parents or legal guardians will change all
special needs individuals.

DIAPER CHANGING POLICIES
Because Nursery children and children who are not yet potty-trained may require complete
assistance with their bathroom activities, all staff members and volunteers will observe the
following policies:
1) Only female nursery workers or the child’s parent or legal guardian will
undertake the diapering of children of either sex. We understand that this may
be controversial, but we feel that it is a best practice in children’s ministry. It is a
common policy that many churches adopt. Because around 80% of sexual abusers
are men, we feel that it makes the most sense to have only women do the diaper
changing. Again, our heart here is not to discriminate. Our heart is to do whatever
we can to keep our kids safe.
2) Changing of diapers should be done in plain sight of other Nursery workers.
3) Children will never be left unattended on changing tables.
4) Any special instructions given by parents leaving children in Nursery will be recorded
on the registration paper.
5) Children should be re-diapered and re-clothed immediately upon the completion of
changing their soiled diaper.
6) Children should be changed on changing stations only.

Active Shooter/ Violent Intruder
EVACUATION
In the event that there is an active shooter or violent intruder in the building, volunteers
should observe the following policies. Ideally, volunteers will hear an airhorn blast and their
walkie-talkies being paged in an active shooter situation. However, it’s also possible that
these things won’t happen. Active Shooter situations are chaotic, and plans don’t always
work. So the volunteer may just hear gunshots. In either case, the volunteer should get their
kids lined up, explain in simple terms what is happening (ie “There’s a bad person in the
building and I need all of you to listen carefully and do what I say”), and grab the walkie
talkie and their cell phone. Volunteers should also be advised that the walkie talkie alarms are
occasionally activated by mistake. Just the walkie talkie alarm itself is not enough to signal an
emergency. It is when the walkie talkie alarm is accompanied by an air horn, gunshots, or
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other emergency sounds that volunteers should begin to take emergency procedures. If the
walkie talkie alarm goes off, volunteers should simply listen to see if anything follows it and
check to make sure things are ok.
In an actual emergency situation, volunteers should listen for a location on the shooter and
then decide whether they are going to try to escape or not. The nearest exits are posted in
every children’s ministry room. Breaking a window to get out is totally ok. All rooms with
windows also have hammers in the top drawers or red lockers that can be used to break the
windows. If you can get out safely, get out. Nursery workers should load the newborns into
cribs and push them out of the building. Teachers in classrooms with 2-5 year-olds should
use the “kid leashes” to lead the children. These are basically ropes with handles the kids can
hold on to.
Once you are outside, take the children in your care away from the building and out of sight
as quickly as possible. Don’t clump together with other groups. Just get as far away as you
can, as quickly as possible. The ideal is if all the groups flee the building in all different
directions with two adults and a walkie talkie in each group. The church will partner with
first responders to decide on a meeting place and communicate about that to you using your
walkie talkie. This allows us to avoid being predictable so that our plan is not used against us.
BARRICADE
If the intruder is blocking your designated exits or you just you can’t evacuate, lock your
door and shut off the lights in your room. Cover the window with signs from the classroom
if you can, but don’t be standing next to the window trying to cover it when the shooter
arrives! Barricade the doors (or slides) with anything you can (tables, chairs, shelves
anything…) Once you have barricaded, hide so that you and your children can’t be seen
from the window.
FIGHT
If the intruder enters your room, throw everything you can at them and make as much noise
as possible to disorient the intruder and call for help. Aim for their face so that they will
attempt to block it and have their gun facing up. Don’t sit with the kids in the corner. That
makes for an easy target. Encourage everyone to move around and create as much chaos as
possible. Get out of the room if you can. Tackling and piling people on top of the attacker is
another effective option. Just don’t stay still. Call for help and make as much noise as
possible.

Fire
The plan for a fire is similar to the plan for an active shooter. If possible, evacuate the
building and take your class to the front lawn. The nearest exits are posted in every
children’s ministry room. Nursery workers should load the newborns into cribs and push
them out of the building. Teachers in classrooms with 2-5 year-olds should use the “kid
leashes” to lead the children. If your first exit is blocked by the fire, try your second exit or
use a chair or hammer to break a window and get out. If you can’t get out, have everyone lay
on the ground so that you can breathe better and wait for the fireman to come. In addition,
in any emergency situation where 9-1-1 needs to be called, the Kidzone Director or Kidzone
Assistant will be the ones to make that call. We would want to avoid flooding the dispatchers
with calls.
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Kidzone Policy Manual
Statement of Acknowledgment and Agreement
I have attended or watched on video a Kickstart: Kidzone Volunteer Orientation event. I
agree to follow and abide by these guidelines during my service in Kidzone. I understand
that it is my responsibility to review new guidelines that are created and distributed, as well
as guidelines that are changed or deleted. Specifically, by signing this document, I agree
to do the following:
*I will take these policies seriously and strive to follow them.
* I will take my class to the front lawn in case of a fire.
*I will check that the parent’s tag matches the child’s tag before releasing a child
from my class.
*I will make sure my class has an appropriate number of adults according to the ratio
for the age of the children.
*I will report any policy violations or suspicious behavior that I witness in Kidzone to
Peter, Mary, or one of the Pastors.
*I will make sure there are always two adults in every class where there are children.
I will not leave my class without two adults.
*I will be vigilant in making sure that no un-approved adults are allowed into
Kidzone childcare areas.
*I will make sure that no child is ever alone or unobserved in our building unless
they are using the bathroom.
*I will not physically discipline any child, and I will prevent the children in my care
from being bullied.
*I will follow the physical contact policies in this manual and strive to keep my
physical contact with children above reproach.
*I will pay special attention to following all restroom and diapering policies in this
manual, because I understand that these situations represent the greatest risk for
sexual abuse in our church.
*I will respond to an active shooter situation by evacuating, barricading entrances, or
fighting and creating chaos.
I hereby acknowledge receipt and agreement with the Kidzone Policy Manual.
_______________________________________
Volunteer’s name (please print)
_______________________________________
Volunteer’s signature
Date: _____________
[This page is to remain attached to the Kidzone Policy Manual.]
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Kidzone Policy Manual
Statement of Acknowledgment and Agreement
I have attended or watched on video a Kickstart: Kidzone Volunteer Orientation event. I
agree to follow and abide by these guidelines during my service in Kidzone. I understand
that it is my responsibility to review new guidelines that are created and distributed, as well
as guidelines that are changed or deleted. Specifically, by signing this document, I agree
to do the following:
*I will take these policies seriously and strive to follow them.
*I will take my class to the front lawn in case of a fire.
*I will check that the parent’s tag matches the child’s tag before releasing a child
from my class.
*I will make sure my class has an appropriate number of adults according to the ratio
for the age of the children.
*I will report any policy violations or suspicious behavior that I witness in Kidzone to
Peter, Mary, or one of the Pastors.
*I will make sure there are always two adults in every class where there are children.
I will not leave my class without two adults.
*I will be vigilant in making sure that no un-approved adults are allowed into
Kidzone childcare areas.
*I will make sure that no child is ever alone or unobserved in our building unless
they are using the bathroom.
*I will not physically discipline any child, and I will prevent the children in my care
from being bullied.
*I will follow the physical contact policies in this manual and strive to keep my
physical contact with children above reproach.
*I will pay special attention to following all restroom and diapering policies in this
manual, because I understand that these situations represent the greatest risk for
sexual abuse in our church.
*I will respond to an active shooter situation by evacuating, barricading entrances, or
fighting and creating chaos.
I hereby acknowledge receipt and agreement with the Kidzone Policy Manual.
_______________________________________
Volunteer’s name (please print)
_______________________________________
Volunteer’s signature
Date: _____________
[This page is to be signed, dated, detached, and returned to Peter.]
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