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General Information: 
 

1. Volunteer Requirements: 
1. All volunteers must be at least 17 years old (at the discretion of Splash Ministry 
Leadership). Everyone in the nursery/toddler area must be at least 18 years of age. 

 2. All volunteers will be subject to a criminal background check. 
3. All volunteers will complete an application to be kept on file 

 
2.  An approved teen helper at least 13 years of age may be scheduled to assist the lead teacher 
and adult volunteers with children at least 2 years old, but the teen must not be allowed to 
watch the children alone, either in the classroom or on the playground.  
 
3. It is important that all scheduled volunteers and lead teachers be easily identifiable to 
parents, children, and other leadership. When you arrive, stop at the front desk to pick up a 
name tag. Wear the tag at all times. Also, make sure your name is written on the sign on the 
door.  
 
4. If you serve in the first service, you must not leave until adequate adult replacements have 
arrived. If you have an emergency and must leave early, contact a Splash Ministry leader via the 
front desk. If you serve in the second service, the lead teacher must remain until all children are 
gone. 
 
6. Please refrain from using your cell phone while you are working for any reason other than to 
contact a Splash Ministry leader. 
 
7. Your primary responsibility is to care for children.  Sometimes when more than one adult is in 
a class we have the tendency to visit with each other.  Let us not forget that our primary 
concern is to care for the children - not visit with each other.    
 
8. Teachers and volunteers should be cautious about topics discussed with other adults and 
teens in front of the children.  Remember, little ears hear more than we know and absorb much 
more than we think. 
 
9. In the case of an emergency or for any occasion in which a parent needs to be called out of 
church, the lead teacher will assess the situation and ask the front desk worker to call or text 
the parent using their provided contact information.  
 
10. Most elementary classrooms have only a lead teacher and weekly assistants. Your presence 
is crucial to your class functioning. If you cannot come when you are scheduled to serve please 
contact Kelsey Martin as soon as possible to have a lead substitute scheduled.  
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11. Ministry Development: 
• Read all development materials (articles, links, instructional videos, etc.) sent to you by 

Splash Children’s Ministry leadership.  
• Follow any additional instruction on policy and procedure as it is sent to you by email, 

mail, text, or phone call from Splash Children’s Ministry leadership. 
 
 

Security: 
1. Check-In Security Policy  
-Children must have either a computer-generated or staff handwritten security nametag to be 
admitted into a classroom. Volunteers or lead teachers must write down the child’s name, tag 
number, and any special instructions on the classroom roster. Remind the parent that their 
security tag is necessary for pick-up.  
 
-If you are bringing an entire class to Splashtown from the main building, check to make sure 
that every child has a security tag before you leave the lobby. Anyone who does not have a tag 
should bring a parent with them and stop at the Splash front desk to check in before coming to 
the classroom with the rest of the children. (Encourage all parents to check in before church 
starts next time so that they do not have to miss any of the adult service.) 
 
2. Check-Out Security Policy  

• A child may not be released unless a parent/guardian has the security tag which 
corresponds to the name tag on that child. You must ask to see the tag. 

•  If an adult attempts to pick up a child without the corresponding security tag, please 
send them to the front desk. There, the volunteer on duty will ask to see the adult’s 
driver’s license and match the name to the family file located at the front desk.  

o If the adult’s relationship to the child can be validated, then the volunteer may 
release the child.  

o In the case that the adult’s relationship to the child cannot be verified, then the 
Children’s Ministry Director must be notified to make the decision to release a 
child.  

• Adults 18 and over are allowed to pick up children; they are never to be released to 
another child, including siblings. 

 
3. Entrance Security Policy: 

• Do not allow parents to enter the classroom if at all possible. This creates a safer and 
more secure environment for all children. This may be difficult for parents at first, but 
routinely following this procedure will make drop-off easier for both parents and 
children.  

• In addition, do not allow entrance to any other adult, teen, or child who is not scheduled 
to serve in the classroom unless Splash leadership gives you special permission (this 
includes siblings of other children, volunteers’ family/friends, and other volunteers and 
teen helpers not currently scheduled to serve in that room) 
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Classroom Procedures: 
1a. Accepting Children: 

• When accepting children to your classroom, make eye contact with parents, answer any 
questions they may have, and write any of their instructions onto the class roster along 
with the child’s name and tag number.  

• Then, immediately make eye contact with the child and introduce yourself. (If you have 
met the child before, continue to introduce yourself until you are sure that he/she 
remembers your name. Remember that the younger ones may not be able to read a 
name tag and will need to feel comfortable enough with you to ask you for help.) 

• Help get the child started playing with a toy or engaging in the warm-up activity. Do NOT 
just let him/her stand alone by the door. All children should feel welcome, safe, and 
encouraged in their own class.  

 
1b. Sunday Morning Transition Procedures: 

• Children in 2nd-5th Grades will check in before church begins and attend worship in the 
main auditorium. They will be released to the lobby after worship ends, where the 
teachers will pick them up.  

o In the lobby, teachers should make sure each child has a security name tag. If a 
child does not have one, they should bring their parent/guardian with them to 
Splashtown to check-in before going into the classroom with the other children. 

o In the lobby, teachers should write down each child’s name and tag number on 
the class roster. After entering the classroom, use the roster to call roll and make 
sure you have the same children in the room that were with you in the lobby. 
(Anyone stopping at the front desk with their parent to check in and get a 
security tag will be dropped off at your classroom door by their parent. Simply 
add their name to the roster when they arrive in the classroom.) 

 
2. Bathroom Policy:  

• Parents should encourage their children to go to the restroom prior to class.  
• The restroom/hallway doors should remain open any time children occupy the 

restroom. 
• The Kindergarten-1st Grade class will have a scheduled bathroom break time. All 

children will go together at this time. (Follow instructions on the next bullet point if a 
child needs to go to the bathroom outside of this time.) 

• If a child needs to go to the restroom during class: 
o First check to make sure that there is not an entire preschool class lined up in the 

hallway using the bathrooms. If there is, ask them to wait until the class is 
finished and gone from the hallway. 

o Send only one child at a time. 
o Part of the duties of the front desk workers is to watch for the behavior and 

safety of children using the restroom alone during class time. If they see or hear 
a problem, they will intervene. 
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o If the child takes an excessively long time, or you are concerned about the child’s 
behavior and cannot leave your classroom (because you are the only adult in the 
room), ask the front desk worker to check on the child and return him/her to the 
classroom. 

 
3. Media: 

• Age and ministry appropriate DVDs and music have been placed in each classroom. 
These have been labeled. Please ONLY play media that has been approved and labeled 
for your room. Do not bring any outside media into the classroom. If something is in 
your room that should not be there, please give it to the front desk worker. 

• Our classrooms are “No Phone Zones.” All parents have different rules for their children, 
what they can see/do on the internet and on screens in general. For the safety of the 
children in the room, please do not allow them to use any personal electronic device 
(especially with internet access) in the classroom. If you believe an exception should 
occur, please ask the Children’s Ministry Director for permission first.  

 
4. Personal Items: 

• If children bring personal items into the classroom (coats, water bottles, books, toys, 
etc.) please have them store these in the cubby by the door.  

• If a problem is occurring with a child bringing personal items to class, please talk to the 
parent and request that it is no longer brought. If the problem persists, let the Children’s 
Ministry Director know.  

 
4. Pick-Up: 

• Pick up all personal belongings and return them to the children’s bags/cubbies BEFORE 
the time parents should begin arriving to retrieve their children. Make sure all crafts are 
labeled and by the door as well if possible. 

• When a parent comes to pick up their child, please do not allow them entrance to the 
classroom. (Follow procedures from the section “Check-Out Security Policy.”) 

• Children in Sunday elementary classes are not allowed to stay for the same class during 
both services. Please let the front desk worker know to contact the parent if a child has 
not been picked up when second service is getting started.  

 
Hygiene and Safety: 

1. Hand sanitizer is provided in each classroom. Please sanitize your hands and have the 
children sanitize their hands: 
 -after wiping a nose 
 -after cleaning blood or other bodily secretions 
 -after going outside 
 -before having snack 

-after you cough or sneeze into your hand (please try to use a tissue or your 
elbow/sleeve) 
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2. Sickness:  
If a child has any of the following symptoms at check-in we will ask the parent to keep their 
child with them. If you notice this during the service time, please notify the front desk and we 
will contact the parent. 

• Runny nose (green in color) 
• Persistent cough 
• Fever in the last 24 hours 
• Rash 
• Diarrhea 
• Vomiting in the last 24 hours 

 
 
3. Safe Actions: 

• We ask that you refrain from swinging a child by the arms, or throwing the child up in 
the air to entertain.  Please do not sit a child on a half door ledge or on a table, and we 
ask that you not pick up a child by pulling on their arms.  These activities could seriously 
injure a child. 

• Also, please do not allow children to stand or sit on tables. They should refrain from 
standing in chairs as well.  

 
4. Injury: 
Minor Injuries can be treated with a little tender loving care, a cool cloth, and a Band-Aid. Small 
First Aid kits are available in each room and at the front desk. When a child is treated, please 
complete an accident report. When the parent arrives, please let them know what happened 
and have them sign the report as well. A staff member will follow up with the parent, if 
necessary, the following week. It is important to remember that we are not authorized to 
dispense any over the counter or prescription medications. In the event a child needs more 
attention than we can provide, please notify the front desk and the parent will be contacted. 

Serious Injuries involving broken bones, convulsions, fainting, unconsciousness or other 
serious bodily injury should be treated as follows: 
• Do not move the injured child. An adult worker must remain with the child. 
• Stay calm and speak reassuringly to the child. Be sure to keep other children away from 

the injured child. 
• Have another adult or responsible child go to the front desk to find a Splash Ministry 

staff member or E.R.T. member for assistance. 
• Staff members will call the parent. If necessary, they will call 911. Please DO NOT call 

911 on your own. This call should only be made by a Splash Ministry staff member or 
ERT member. 

• The Splash Ministry staff member will contact the parent and take over the situation so 
you may return to the classroom. 

• A Splash Ministry staff member will contact you with updates of the child’s condition. 
You may be asked to give information to assist the staff in reporting the incident. 
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5. Allergy Alert:  

• If a parent notifies us of an allergy, the child will receive a colored sticker for his/her 
security tag with the allergy written on it. When you see this sticker, write a note in on 
the class roster as a reminder. Be sure that all volunteers in the classroom are aware of 
the child’s allergy. 

• If the child is allergic to a snack that is provided consistently, a note will be made in the 
area where the snack is provided to alert all volunteers who dispense the snack. 

 
Food: 

 
No outside food is allowed in the classroom unless special circumstances have been approved 
by a Splash leadership for children with specific allergies or dietary needs. Do not allow children 
to bring their breakfast or dinner, milk or sodas, into the classroom. Ask parents to stay in the 
hallway with the child until it is finished.  
 
 

Behavioral Procedures: 
 

1. Biting or Physical Aggression: 
If a child bites, hits, kicks, or is otherwise physically aggressive towards another child, please 
remove the child from the class and contact Children’s Ministry Director Jessica Osborne 
immediately so that she can communicate with the child and his/her parents. 
 
2. Behavioral Problems (other than physical aggression): 
First time: Give a verbal warning to the child. When doing this, get close to the child, look into 
their eyes, and speak to them in a loving and calm manner without raising your voice. 
Second time: The lead teacher will need to make the parent aware of the situation when they 
arrive to pick up the child (tell the child this will happen when the behavior occurs). 
Third time: Please contact Jessica Osborne immediately and remove the child from the 
classroom. 
 

• A child must never be physically touched in any way that is meant to be a disciplinary 
measure. This includes spanking (even with a parent’s permission). Also, please refrain 
from spanking your own child in the classroom while serving, as our guests, other 
volunteers, or other children may not realize you are disciplining your own child. For 
other children, seeing this changes the way they view your authority, and it is confusing 
to them.  

• Do not raise your voice unless necessary in order to be heard by him/her, but always do 
whatever necessary to come closer to the child and be heard at a normal speaking 
voice. 
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3. Calming an Upset Child:  
Even the most well-adjusted child may experience anxiety from time to time, and part of our 
mission is to do all we can to comfort the child and reassure the parents. Use the following 
guidelines:  

• Divert the child’s attention to a toy, book, game, or activity. If you can remember that 
child or others enjoying a particular activity in the past, use that again.  

• Squat down to their level (particularly in the younger classes), give them a hug or a 
reassuring pat on the back. Individual attention is important to show that you care 
about their feelings, but do not allow yourself to stay in that moment with them for too 
long. Move to distraction and occupying the child.   

• An upset child will usually calm down within a few minutes of a parent leaving, but if 
crying persists and the parent has not left, politely encourage the parent to leave. And, 
if a parent says they will return to “check on him in a few minutes,” have them ask the 
front desk worker to come back to check on the child, since the sight of a parent may 
upset the child again.  
 

4. Crying Limit Policy: 
If a child has been crying for more than fifteen consecutive minutes as you have been 
attempting to calm and distract the child, please ask the front desk worker to contact  the 
parents to come care for the child.  
 

Special Issues/Circumstances: 
 
Suspected Child Abuse: 
Typically in a church environment, we do not want to believe that child abuse is a problem we 
would need to look for, but unfortunately, it is an issue in our society. If you or any other 
volunteer in the classroom suspects child abuse in any form, please follow these guidelines: 

• Contact a Jessica Osborne or Andrew Sunderman immediately. She/He will handle the 
situation from this point. 

• Do not discuss your suspicions with anyone other than Splash Ministry staff. 
• Do not discuss the allegations with the parents. This could cause problems for the 

church if allegations are unfounded. Also, the parents may hold hard feelings against the 
church and not return, which could have eternal consequences if they are unsaved. If 
the parents are abusive, the allegation could also create a harmful situation for the 
child. 

• Do not take photographs of a suspected area of abuse on a child’s body. 
 
 
 
 
 



9 
 

Clean-Up Procedures: 
All cleaning supplies are located in the classroom in a container clearly labeled.  If any items are 
missing, contact the front desk worker. The following cleaning instructions are located on the 
wall in each classroom. 
 
Room 201 (Wednesdays and Sunday Second Service Grades K-1) 
1. Wipe down tables and chairs with disinfectant wipes. 
2. Stack chairs and put them against the wall. Move tables against the wall. 
3. Clean the dry erase board thoroughly. (Windex works well if you have used a stubborn 
marker.) 
4. Change the trash bag. Trash can be taken to the large trash can in the Splash kitchen. 
5. Eject DVDs and return them to where they belong. 
6. Return supplies.  Make a list of any supplies that are needed for future weeks and tell Jessica.  
7. Sweep or vacuum if necessary. 
8. Throw away any unused papers. Return any unused supplies to their correct place in the 
supply room. 
9.  Spray used toys with disinfectant spray and make sure they are in the appropriate bins. 
Puzzles, books, etc. need to be arranged neatly on shelves.  Puzzle pieces should be put in place 
before the puzzle is replaced in the cabinet. 
10. Put completed class roster and service report into correct file in wall pocket behind Splash 
front desk.   
 
Room 204 (Sunday Second Service Grades 2-3) 
1. Wipe down tables and chairs with disinfectant wipes. 
2. Stack chairs and put them against the wall. Move tables against the wall. 
3. Clean the dry erase board thoroughly. (Windex works well if you have used a stubborn 
marker.) 
4. Change the trash bag. Trash can be taken to the large trash can in the Splash kitchen. 
5. Eject DVDs and return them to where they belong. 
6. Return supplies.  Make a list of any supplies that are needed for future weeks and tell Jessica.  
7. Sweep or vacuum if necessary. 
8. Throw away any unused papers. Return any unused supplies to their correct place in the 
supply room. 
9.  Spray used toys with disinfectant spray and make sure they are in the appropriate bins. 
Puzzles, books, etc. need to be arranged neatly on shelves.  Puzzle pieces should be put in place 
before the puzzle is replaced in the cabinet. 
10. Put completed class roster and service report into correct file in wall pocket behind Splash 
front desk.   
 
Room 205 (Wednesdays and Sunday Second Service Grades 4-5) 
1. Wipe down tables and chairs with disinfectant wipes. 
2. Stack chairs and put them against the wall. Move tables against the wall. 



10 
 

3. Clean the dry erase board thoroughly. (Windex works well if you have used a stubborn 
marker.) 
4. Change the trash bag. Trash can be taken to the large trash can in the Splash kitchen. 
5. Eject DVDs and return them to where they belong. 
6. Return supplies.  Make a list of any supplies that are needed for future weeks and tell Jessica.  
7. Sweep or vacuum if necessary. 
8. Throw away any unused papers. Return any unused supplies to their correct place in the 
supply room. 
9.  Spray used toys with disinfectant spray and make sure they are in the appropriate bins. 
Puzzles, books, etc. need to be arranged neatly on shelves.  Puzzle pieces should be put in place 
before the puzzle is replaced in the cabinet. 
10. Put completed class roster and service report into correct file in wall pocket behind Splash 
front desk 
 
Room 206 (Wednesdays Grades 2-3) 
1. Wipe down tables and chairs with disinfectant wipes. 
2. Stack chairs and put them against the wall. Move tables against the wall. 
3. Clean the dry erase board thoroughly. (Windex works well if you have used a stubborn 
marker.) 
4. Change the trash bag. Trash can be taken to the large trash can in the Splash kitchen. 
5. Eject DVDs and return them to where they belong. 
6. Return supplies.  Make a list of any supplies that are needed for future weeks and tell Jessica.  
7. Sweep or vacuum if necessary. 
8. Throw away any unused papers. Return any unused supplies to their correct place in the 
supply room. 
9.  Spray used toys with disinfectant spray and make sure they are in the appropriate bins. 
Puzzles, books, etc. need to be arranged neatly on shelves.  Puzzle pieces should be put in place 
before the puzzle is replaced in the cabinet. 
10. Put completed class roster and service report into correct file in wall pocket behind Splash 
front desk.   
 
 

Additional Lead Teacher Duties: 
 
Splash’s Vision Statement: Splash Children’s Ministry exists to provide a safe, nurturing environment 
where parents feel confident having their children of all ages learn about the Bible and develop a real, 
lasting relationship with Jesus all while having fun through age-appropriate activities and peer 
interactions. 

• Refer to Splash Children’s Ministry Outline page for information on learning goals and 
developmental/behavioral goals for each classroom age group. 

 
1. Fill out the service report sheet for your service time each week. Turn it in to the front desk 
when you leave. 
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2. Watch for any toys or classroom materials that may be broken, torn, or need replacement. 
Pull unsafe toys from the room and throw them away if you believe they cannot be fixed. Make 
a detailed note on the service report if you believe something can be fixed and leadership will 
make the final judgment or repairs.  

• If any unauthorized toys have been left in the room or unauthorized donations have 
been made (i.e. someone left toys in the room without telling anyone), please remove 
the items from the room and ask Jessica or Kelsey about it. 

 
3. Make sure the class roster/information sheet is filled out correctly throughout your service. 
Teachers in both services will turn in the sheet to the front desk before leaving. 
 
4. Try your best to follow the lessons and do the activities from the curriculum. Prepare by 
reading over the material before arriving to serve and ask Jessica Osborne ahead of time if you 
need clarification or help with modifications or alterations. Do not wait until you are in the 
classroom with children to create/read the lesson for the first time.  
 

• Please pull any supplies you need from the supply room before your class begins. When 
you are planning your lesson at home, if you are unsure of whether or not we have a 
certain material for you to use, please contact Jessica to verify. She can also help you 
modify the lesson to use a different material that we DO have if necessary. 

• Proper preparation is crucial to the success of your teaching. To allow for substitute 
teachers to be prepared in the case of an emergency, and for supplies to be purchased 
and prepared, we suggest that Wednesday night lessons be created no later than 
Monday. For Sunday classes, we suggest that lessons be completed over one week in 
advance (i.e. the Saturday before the prior Sunday). 

• Some minimal preparation such as cutting, folding, gluing, etc. may be necessary for 
some of the activities in your lessons. We highly suggest you plan your lessons over one 
week ahead. Then, you may utilize the help of the Raised to Serve class to prepare the 
materials for your lessons. (Ask Jessica how to complete and submit project forms for 
this class.) 

• If your lesson needs supplies that we do not have, and modifications cannot be made to 
use different materials or lesson strategies, you must submit your request for the 
purchase to Jessica Osborne one week prior to needing the item in hand.  

o For example, if you need something on Sunday the 8th to use in your class, you 
will need to tell Jessica by Sunday the 1st and you will have it on the 8th. 

o If you need something purchased to be cut out and prepared by the Raised to 
Serve class, you will need to ask for it two weeks before you need it in your 
classroom (one week for purchasing to have it in the Raised to Serve class the 
week prior to your need in your classroom.) 

 
5. Notify Splash leadership of any needed repairs or supplies for your classroom. (This should be 
noted on the service report sheet. 


