
 
 
 
 
 

  

 

Volunteer Handbook 
 

Updated September 14, 2018 
 
 
 
 

 
 



	 2	

Table of Contents 
 
 
 

Mission & Vision 3 

Philosophy of Ministry 4 

Volunteer Requirements 5 

Defining Roles and Expectations 5 

Sunday Structure 6 

Health Policies 8 

Check-In and Check-Out Procedures 9 

Snack Policy 10 

Restroom/Diapering Policy 11 

Behavior Policy 12 

Visitor Policy 14 

Emergency and Evacuation Plans 15 

Recognizing Abuse and Appropriate Touch 16 

Franklin City Church Kids Volunteer Covenant 17 

FCC Kids Incident Report Form 18 



	 3	

MISSION & VISION 
 
Franklin City Kids exists to… 
 
…BEHOLD God.  The gospel frees us to behold, worship, and exalt God.  As 
participants in this ministry to children, we seek to put GOD before them.  When 
we gather with the children we primarily want to exalt Him and treasure Him 
above all.  We do this by teaching the Bible, praying, singing songs, and leading 
and loving the children like Christ. We believe the greatest gift and blessing we 
can offer to children is to give them more of God and help them behold Him more 
fully. (2 Corinthians 3:18) 
 
…BUILD up the Body of Christ.  As we are gathering and beholding God 
together, He is moving, working, and building up the body of Christ.  He then 
graciously allows us to take part in this work with Him. Through our discipleship 
pathway for our people, our primary avenue for building up the body is during our 
City Group times when all of the spiritual gifts of believers are working together. 
During our time with children on Sunday mornings, we hope to lead by example 
on the importance of Christ’s church, and ultimately will pray that each child 
becomes a disciple of Christ.  
 
…BLESS the city and world. We genuinely and generously love the city and 
desire to seek its peace and prosperity (Jeremiah 29:7).  We believe the ultimate 
blessing to this city will be to proclaim the Good News that Jesus saves.  We not 
only want to proclaim God’s love to the city, but also show God’s love to the city 
through good works.  We are not saved by our good works but instead saved for 
good works.  The church should not be against the city or a refuge from the city, 
but instead be a blessing to the city as Christ redeems, renews, and restores it.  
We teach the children how they can bring the truth of the gospel to others they 
come in contact with. (Matthew 28:18-20)
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PHILOSOPHY OF MINISTRY 
 
We accomplish the Mission and Vision in prioritizing safety, 
truth and joy. 
 
Safety:  Our top priority in Franklin City Kids is SAFETY.  Parents and caregivers 
are entrusting their children into our care.  To the best of our ability, we will 
provide a physically, emotionally and spiritually safe environment for every child. 
 
Truth:  We will maximize our time with the children by prioritizing and putting 
before them the truth found in God’s word, the Bible.  We will remain faithful to 
the doctrinal statement of Franklin City Church.  We will present the Gospel on a 
regular basis.  The Gospel is the good news that God saves sinners.  This 
salvation was accomplished by Jesus’ life, death, burial, and resurrection and it is 
received by grace (God’s undeserved favor) through faith (trust, reliance, 
dependence). 
 
Joy:  God fills us with joy (Galatians 5:22).  We can delight in Him (Psalm 35:9).  
We rejoice as we sing loudly to Him (Psalm 9:2; 32:11).  Rejoice!, Be glad!, 
Delight!— Franklin City Kids will be a place to joyfully worship God.  We will 
joyfully engage each child, striving to create an environment where children want 
to be. 
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VOLUNTEER REQUIREMENTS 
In order to serve as a Franklin City Kids volunteer, you must: 
• Be a covenant member of Franklin City Church (a follower of Jesus Christ, 

completed the Next Steps class, and committed to the membership covenant) 
• Live a biblically exemplary lifestyle, as affirmed by the Elder Team 
• Complete a background check to be reviewed by the Elder Team 
• Submit a Franklin City Kids application form 
• Read and agree to comply with the Kids Volunteer Handbook 
• Be at least 13 years of age (13-17 year olds are permitted to serve as a third 

helper in a classroom, 18 and older may serve as teachers and assistants.) 
 

 

DEFINING ROLES AND EXPECTATIONS 
Jesus is our "senior pastor" and chief-shepherd.  Elders are "under-
shepherds."  They are to be called by God, biblically-qualified, confirmed by the 
church, and have a desire to love and serve.   All volunteers in Franklin City Kids 
are expected to submit first to Christ and then, also, to the elders of Franklin City 
Church.  The FCC Kids Director will perform tasks to carry out and organize the 
mission of Franklin City Kids. 
 
As a Franklin City Kids volunteer, you will: 
 
• Live a biblically exemplary life (loving, kind, gracious, faithful, reliable, etc.) 
• Pray for FCC Kids ministry, volunteers, children and parents. 
• Treat each child in your care with kindness, patience, gentleness, and respect 
• Commit to serving one Sunday per month 
• Prepare your heart and mind to lead or teach the children in your care each 

Sunday that your serve 
• Attend required Kids volunteer meetings 
• Notify team scheduler ASAP if you are unable to serve 
• Be in your assigned room and ready to receive kids by 10:00am 
• Clean up room before you leave 
 



	 6	

SUNDAY STRUCTURE 
Classroom breakdown 
We are currently providing two kids classrooms: 
• Infant/Toddler:  ages 6 weeks - 36 months 
• Preschool:  3 - 5 year olds (must be potty-trained) 
 
Class size and ratios: 
There must always be 2 adult volunteers in each classroom. A volunteer is never 
to be with a kid or kids by themselves. At least one female volunteer will be 
present at all times. Husbands and wives may not be the only two volunteers 
serving in a classroom.   
We will maintain the following caregiver to child ratios: 
• Infant/Toddler Room:  1 adult to every 4 children 
• Preschool Room:  1 adult to every 8 children 
If, upon check in, we have exceeded these ratios, a volunteer should contact a 
Kids Lead Team member to resolve this issue. 
 
Classroom Flow 
This is NOT a babysitting service.  We have an opportunity to share the truth of 
God’s Word to kids every Sunday!  We do not want to waste a moment of this 
precious time.  We will strive to structure each classroom in a way that engages 
children and gives direction to our volunteers. 
 
Infant/Toddler Classroom:   
• Beginning of Service:  As you receive kids at the start of service, make an effort 

to ask parents/caregivers how you can pray for their family and this child.  Be 
intentional to pray over this child and their family as you rock them, play with 
them, comfort them, or change their diaper.  Don’t forget to pray for them as 
you go about your week, as well!   

• Throughout Service:  Even babies can to be taught “God’s language” by 
hearing His true word from the Bible.  We will adapt the Bible lesson that the 
preschool class is learning and boil it down to a few sentences.  Take time to 
speak/teach this Bible lesson to each child.  This age group will not be able to 
sit and listen for an extended lesson time.  But you can speak the lesson to 
them, individually, as you hold them or sit and play with them.  Repeat, 
repeat, repeat.  They cannot hear God’s true Word enough! 
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• Throughout Service:  Songs are a great way to engage and teach these young 
ones.  A CD or two will be provided with calming and worshipful songs you 
can use throughout the service.  Also, feel free to sing songs to and with the 
kids.  As a volunteer, you will learn a few songs to be able to sing with the 
kids that emphasize what the Bible teaches. 

• Middle of Service:  Sometime during the middle of service, volunteers may offer 
a snack to the kids. 

 
Preschool Classroom: 
• Beginning of Service:  As volunteers receive kids at the start of service, make 

an effort to ask parents/caregivers how we can pray for their family and this 
child.  Be intentional to pray over this child and their family as you interact 
with them and throughout your week. 

• 10:30 - 11:00:  Most of this time can be focused on play with toys and activities 
provided in the bins.  Clean up toys. 

• 11:00 - 11:25:  This will be our main curriculum time.  Each Sunday will look a 
little different based upon the lesson and activities related to the lesson.  
There will always be a time to sit down and hear a story from the Bible.  We 
will strive to engage many senses to reiterate the specific lessons for the 
week.  This may include songs with motions, special props, engaging 
participants in the story time, etc.  Because of their short attention span, it is 
great to utilize transitions for this age group (i.e. “head, shoulders, knees and 
toes”).  Take a few minutes during this time to allow for “quiet time” with God.  
You can guide children in how/what to talk to God about, take prayer 
requests, or even allow children to pray out loud if they wish. 

• 11:25 - 11:35:  Snack time 
• 11:35 - 11:50:  Craft or special hands-on activity related to the lesson. 

• 11:50 - 12:00:  Clean up and engage children in structured games until pick up 
time.  
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HEALTH POLICIES 
Healthy Child Policy 
For the comfort and safety of the FCC Kids children and volunteers, FCC Kids 
will be limited to healthy children and volunteers.  Children and volunteers will not 
be accepted into FCC Kids if they have any of the following symptoms or 
conditions: 
 
• Fever within the past 24 hours (100.0 F or above) 
• Flu-like symptoms 
• Excessive runny nose or discolored discharge from nose 
• Severe cough or difficulty breathing 
• Vomiting related to a stomach virus within the past 5 days 
• Diarrhea 
• Contagious rash 
• Conjunctivitis (pink eye or discharge) 
• Lice 
• Other contagious conditions 
 
In the event of a contagious disease, parents will be notified. 
Volunteers will not be permitted to administer a medication to any child. 
 
Clean Toy Policy 
All nursery toys should be inspected before any children are allowed to 
touch/play with them. Please sanitize any dirty toys or teething type toys before 
children arrive.  If you noticed a child chewing on a toy, please sanitize the toy 
before giving it to another child or putting it away.  Please use the provided 
Norwex cleaning cloth to sanitize.  This cloth works by only adding water. 
 
Hand washing 
Volunteers are expected to wash their hands (or use hand sanitizer): 
• Before entering FCC Kids area 
• Before serving snacks or drinks 
• After changing a diaper 
• After using the restroom or helping a child use the restroom 
• After coughing or sneezing into your hands 
• After wiping a child’s nose 



	 9	

CHECK-IN AND CHECK-OUT PROCEDURES 
Upon arrival at 10:00am, volunteers should check-in and print a volunteer name 
tag sticker to wear for the duration of the service.  The check-in window for 
children begins at 10:10am and closes at the end of the opening worship set.  All 
volunteers will be in their assigned room or check-in station and ready to receive 
children at this time. 
 
Check-in Procedure 
• All children must be checked in by a parent, guardian, or caregiver who is 

designated in Planning Center as such. 
• Regular attenders will have an account prepared in Planning Center with 

information specific to their family/children (names, birthdays, allergies, special 
instructions) 

• Each child/family will check-in at a manned or self station. 
• A name tag sticker for each child and one matching check-out sticker for each 

family will be printed.  Each week a new and unique family number will be on 
the stickers. 

• Parents/caregivers will place child name tag stickers on child (extra name 
stickers may be printed for child bags, sippy cups, etc.). This sticker will have 
the following information:  child’s name, classroom, parents name and phone 
number, special instructions/allergy information. 

• Parent/caregiver keeps the matching check-out sticker. 
• The parent or caregiver will bring each child to the appropriate classroom door.  

A child MUST have a name tag sticker on their person in order to be allowed 
into the classroom. 

• One classroom volunteer in each room will be at the door to receive children 
and greet parents at this time. 

• Some families may want their children to participate in a portion of the worship 
gathering.  Parents/caregivers may check-in and gather check-in stickers 
during the open check-in window and then may feel free to drop off child(ren) 
later in the service. 

 
Check-out Procedure 
Parents/caregivers may check out children at any time during the service.  All 
children should be checked out within 10 minutes of the conclusion of the 
worship gathering. 
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• When possible, the same classroom volunteer who received children during 
check-in will be responsible for classroom check-out. 

• Parent/caregiver MUST show the volunteer the pick-up sticker. 
• Match the number on the pick-up sticker to the number on the child’s name tag 

sticker.  The numbers MUST match. 
• Once matching number is verified, the child(ren) may leave the classroom with 

that parent/caregiver. 
• Grandparents/family friends/etc. may check-out a child IF they have the 

matching pick-up sticker. 
• Parent/caregiver may keep the pick-up sticker if they need to check-out a child 

in another classroom. 
• If a parent/caregiver does not have the appropriate pick-up sticker, DO NOT 

ALLOW THE CHILD TO LEAVE WITH THEM.  Please summon a Lead Team 
member or elder who will check their driver’s license and make the final call to 
allow check out of the child. 

 
 

SNACK POLICY 
An age-appropriate snack may be provided to children in each classroom. 
 
• Infant/Toddler Class:  baby puffs will be provided to children who can sit or 

crawl.  Veggie Straws will be provided to children who can walk.  Volunteers 
may fill small dixie cups with water from the water fountain.  If 
parents/caregivers have provided a filled bottle or sippy cup, volunteers may 
offer this to the correct child. 

• Preschool Class:  One snack may be offered such as fruit snacks, goldfish, 
animal crackers, pretzels, etc.  Volunteers may fill small dixie cups with water 
from the nearby water fountain. 

 
Snack Procedure 
• Volunteers will confirm on the child’s name tag if child has any allergies or 

special instructions regarding snack. If a child has a dietary restriction, parents 
will be asked to provide a snack for their child. 

• Volunteers should instruct children to remain seated when eating a snack to 
prevent a choking hazard. 

• Volunteers should clean up any mess following snack time. 
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RESTROOM/DIAPERING POLICY 
The purpose for the restroom policy is to stay above reproach, for general 
accountability purposes, and for protection against accusations of child abuse. 
For the safety of the children and FCC Kids volunteers and to limit the 
distractions during the lesson time, we request that parents take their children to 
the restroom prior to entering the classroom. 
 
Restroom Procedure 
• Do not offer a restroom break to the entire classroom.  If one child states the 

need to use the restroom, the volunteer may follow the restroom procedure. 
• Newly potty trained children may require assistance.  Only female volunteers 

will assist children in using the restroom. 
• Volunteers may not help school age children with wiping. 
• The female volunteer will walk with the child to the nearest restroom (the men’s 

restroom is currently closest to the preschool classroom), leaving the 
classroom door open since only one volunteer will be left in the room. 

• Volunteer will open bathroom door, calling in to make sure no one else is in the 
restroom. 

• Once the restroom is clear of other people the volunteer may stand at the 
restroom entrance and allow child to go into the stall.  Do not allow anyone to 
enter restroom while child is in there. 

• Instruct child not to lock the stall door in the event that they need assistance. 
• IF child needs assistance, the female volunteer will prop open the restroom 

entrance and leave the stall door open when assisting the child. 
• Remind child to wash hands. 
• Volunteer and child return to classroom together. 
 
Diaper Changing Policy 
Please confirm on child’s name sticker if the parent won’t allow a volunteer to 
change the child’s diaper.  Some parents do not want anyone to change their 
child’s diaper and this special instruction will be indicated on the child’s name tag 
sticker.  If a child’s diaper is poopy or very wet, please follow our diaper changing 
policy. 
• Only adult female volunteers may change a diaper. 
• Gather all materials needed:  gloves, clean diaper, wipes.  Use the child’s 

diapers and wipes from their diaper bag when available.  Otherwise, use 
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diapers and wipes we have stocked with FCC kids items. 
• Put on gloves 
• Place child on changing table.  One hand MUST remain on the child at ALL 

times. (changing table pad may be placed on floor for an older child who is too 
large to fit on changing table safely and comfortably) 

• Remove the soiled diaper. 
• Wipe the child from front to back and place wipe in soiled diaper.  Roll diaper 

up and place in appropriate trash bin. 
• Put clean diaper and clothing on child and remove child from changing table. 
• Remove gloves. 
• Sanitize changing table area and sanitize your hands. 
Please do not throw poopy diapers in the trash.  Place a poopy diaper in a 
provided plastic grocery sack and dispose in outdoor parking lot dumpster after 
the service. 
 
 

BEHAVIOR POLICY 
Expectations for Behavior 
It is important that we have consistent behavior expectations from week to week, 
so the children of FCC know what is expected of them. 
 
• Respect God- demonstrated by their behavior during prayer and teaching times 
• Respect adults- demonstrated by their kind speech and behavior towards FCC 

Kids volunteers (listening to and obeying instructions, not talking back, 
participating, etc.) 

• Respect others- demonstrated by their kind speech and behavior towards other 
children (their behavior should allow for a safe place for all children physically, 
emotionally, and spiritually) 

• Respect yourself- demonstrated by how they talk and behave about 
themselves (be safe) 

 
Discipline Guidelines 
We encourage FCC Kids Volunteers to reward positive behavior and to make 
every effort to engage children so that discipline problems are less likely to occur.  
Children should be instructed in positive behaviors, rather that just told what not 
to do.  When discipline issues arise, the following guidelines are to be applied: 
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• Correction is to be done with kindness and love, to bring healing and 

restoration, not sadness. Children are not to be humiliated, calling them out 
loudly before the class. Any “time outs” should be done in the presence of a 
caring adult, not by placing a child in a humiliating posture (such as in a corner, 
nose to wall) or alone. 

• If a discipline arises which requires immediate attention, the parent may be 
contacted, at the discretion of the FCC Kids team leader. 

• FCC Kids Volunteers may NEVER administer physical discipline (for 
example, spanking). If a parent finds it necessary to discipline their child, they 
MUST discipline them in private.   

• Yelling at a child is considered unacceptable. 
• Children demonstrating discipline problems will be reported to a FCC Kids team 

leader, in order that the disciplinary issue be properly communicated to the 
parent.  

 
Discipline Procedure 
If a child is not meeting the classroom expectations for behavior (misbehaving or 
disobeying) during class: 
• First, give a verbal warning, reminding the child of our classroom expectation 

(i.e. “please do not grab the toy away from Johnny, we need to be kind to our 
friends”). 

• If the misbehavior persists, a “time-in” is to be given. This is to occur inside the 
classroom, away from the group WITH a volunteer.  This should last no more 
minutes than the child is years old (i.e. 5 year old maximum “time in” is 5 
minutes). 

• On a third occurrence, the FCC volunteer should contact a FCC Kids Team 
Leader.  The team leader will bring the child’s parent/caregiver to the 
classroom area to discuss the issue. 

 
In the infant/toddler room, misbehaving is defined as excessive throwing, hitting, 
pushing, biting.  Please contact the parent/caregiver if this situation arises. 
 
Crying Children 
It is expected that some children will have emotions such as sadness or anger 
when being checked into their classroom.  Volunteers should confidently and 
joyfully receive each child, reassuring parents/caregivers of our care for each 
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one.  Volunteers can encourage parents to entrust their child into our care.  
Volunteers should greet and engage each child as he or she enters the room.  If 
a child has been crying inconsolably (not able to be distracted or calmed by 
playing, reading, snack, songs, etc.) for 10 minutes, volunteers should contact 
the parent/caregiver and ask them to return to pick up their child.  We will contact 
the parent/caregiver by texting the cell phone number listed on the child’s name 
tag. 
 
 
 

VISITOR POLICY 
A parent/caregiver (13 years of age or older) may choose to stay with his or her 
child during the service to observe the environment or for 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.  
 
• Volunteers should direct the parent/caregiver to the check-in station.  The 

check-in volunteer will retrieve a FCC Kids Team Leader who will then make 
the determination if this individual may be given permission to be in the 
classroom for this Sunday. 

• The Team Leader will take into consideration classroom space, classroom flow, 
and safety of the children.  The Team Leader reserves the right to deny visitor 
status to the parent/caregiver, if necessary. 

• The parent/caregiver will be given a “Visitor” sticker that must be worn and 
visible. 

• There will also be a “Cry Room” available for any mother that needs another 
space to go to with her infant/toddler. 
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EMERGENCY AND EVACUATION PLANS 
Injuries 
In the case of a minor injury, a FCC Kids volunteer will administer first-aid, as 
necessary, and monitor the child to determine if further action is required. A FCC 
Kids volunteer will fill out an incident report form (see appendix), notify a FCC 
Kids team leader, and inform the child’s parent of the incident at check-out. Minor 
injuries include incidents which harm the child but do constitute a medical 
emergency, such as the following: falls, scrapes, bumps, bites, accidental 
injuries, etc. 
 
In case of a major injury (a medical emergency), FCC Kids volunteers will adhere 
to the following procedure: 
• Call 911, if necessary, contact parent/caregiver, and tend to injury. 
• One volunteer stays with child at all times. Stay calm and reassure the child. 
• Another volunteer moves the remainder of the children to another area of FCC 

Kids and contacts the child’s parent/caregiver and the FCC Kids team leader. 
 
Tornado (or inclement weather) 
In case of a tornado warning, the children and FCC Kids volunteers should 
remain in their designated interior classrooms until instructed to leave. 
 
Building Evacuation 
In case of a situation requiring evacuation from the building (i.e. fire), remain 
calm. The FCC Kids volunteers will be primarily responsible for gathering the 
children and assuring they all evacuate the building safely.  
 
• All FCC Kids Team Leaders, if able, will immediately report to kids area. 
• Evacuation will follow the evacuation route posted on the wall. 
• Evacuation will proceed in a calm and organized manner. 
• Preschool age children will be asked to form a hand train. Volunteers will be 

responsible for assisting younger children out of the building. 
• All children will be accounted for on a mobile check-in device once outside the 

building (iPad, smart phone, or laptop can be used). 
• Children remain the responsibility of the volunteers until checked-out by their 

parent/caregiver with the matching check-out sticker.  
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RECOGNIZING ABUSE & APPROPRIATE TOUCH 
Recognizing Abuse 
Types of abuse can include neglect, physical, sexual, and emotional abuse.  
Please educate yourself on signs to watch for in children or their caregivers that 
may be a sign of one of these forms of abuse.  Visit this website: 
https://www.childwelfare.gov/pubpdfs/whatiscan.pdf  for a thorough list of signs to 
recognize. 
 
Reporting Abuse 
If a volunteer suspects abuse of a child by a parent, caregiver, or another adult, 
the volunteer is legally bound to report these findings.  Please report your 
findings or suspicions to a FCC Kids Team Leader.  Do not wait or second guess 
your observations. The Team Leaders will communicate all information to the 
appropriate authorities (CPS and FCC Elder Team member). 
 
Appropriate Touch 
As volunteers in FCC Kids, we strive to maintain a level of uprightness.  Only 
appropriate touch is allowed.  All inappropriate touch is inexcusable and will be 
reported. 
• Examples of appropriate touch:  high fives, pat on back or shoulders, hand 

shake, etc. 
• Examples of inappropriate touch:  demanding/expecting hugs, slapping on the 

buttocks, kissing, etc.   
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FRANKLIN CITY CHURCH KIDS VOLUNTEER 

COVENANT 
   

 
I have read the FCC Kids Handbook for Volunteers.  
 
 
I understand and submit to the philosophy and 
mission/vision of FCC Kids Ministry outlined therein. 

 
 

I understand and agree to adhere to the policies and 
procedures outlined therein.  

 
 
I am willing to give generously of my time to serve 
wholeheartedly in FCC Kids Ministry. 

 
 
 
 
_____________________________________  

Printed Name     

 

___________________________________ _________________ 

Signature       Date  
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FCC KIDS INCIDENT REPORT FORM 
Name of Child: ____________________________________________________ 
 
Parent/Guardian Name: _____________________________________________ 
 
Date of Incident: _____________________   Time of Incident: ______________ 
 
Location Where Incident Occurred: ___________________________________ 
Activity/Program During Which Incident Occurred:  
 
________________________________________________________________ 
Name of All Adults Present:  
 
________________________________________________________________ 
Detailed Description of Incident and first aid used (use back of page if needed): 

________________________________________________________________

________________________________________________________________

________________________________________________________________ 

Indicate if any bleeding, bruising, swelling, or other visible signs of injury were 

apparent (be specific): 

________________________________________________________________

________________________________________________________________ 

To the best of my ability, this account is true and accurate. 
 
________________________________  ________________ 
Signature       Date 
 

Name (printed): __________________________ Phone:  __________________ 

 

FCC Kids Director Signature : ________________________________________ 

 
Parent/Guardian Signature: __________________________________________ 


