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First Assembly Nursery Training 
nursery team member
Task:  Create a loving and safe environment for babies and toddlers on Sunday mornings

Spiritual gifts:  Compassion 

Supervisor:  Department Coordinator

Time Commitment:  2 hours on Sunday

Responsibilities: 

Make arrangements to change Sundays in advance if you must miss

Know, understand and pray for the vision of our church
Know and adhere to policies and procedures

Participate in training

Communicate with department leaders about classroom needs

Engage children in age-appropriate activity

Communicate with each child’s parents

Work joyfully with fellow nursery team members
Please check items as they are discussed in training:

Arrival:
· Arrive 15 minutes prior to the service
· Greet parents at the door and introduce yourself to visitors

· Back-up nursery team member should greet at the toddler side door with the Teen helper
· Primary nursery volunteer should greet on the infant side

· Back-up workers may leave 15 minutes after the service starts if they are not needed to help 

· Page 911 if you need them during the service

· Teens always work the toddler side 
· Men can volunteer, but we do not leave men alone with small children unless there is another adult always present (protects our men from accusation)
· SMILE (  Those pearly whites are beautiful!
· Have parents fill out the sign in form, put name tag on child’s back, and label bags or cups with stickers
· Explain must return the stub to pick up their children
·  Please hand new parents a parent brochure
Room Assignments:
· Infants & Creepers—
· Babies who are content to be held, sleep, or sit in a swing or bouncy seat, & babies who are sitting up, interested in playing on the floor and with toys.  Crawlers and walkers who are not yet stable on their feet.

· Toddlers—

· Children who are stable on their feet. Those interested  with the activity of other children and who enjoy more independent play.

· Promotion within the nursery classrooms will occur at anytime during the year according to each child’s developmental progress
*Let’s keep this in place because we may need the structure eventually… if there are only a few children they may all be together on the toddler side.
Wellness:

· The following symptoms prevent wellness for children and team members and will not be permitted in our rooms:

Fever

Green/yellow runny nose

Excessive coughing

Questionable rash

Diarrhea

Vomiting

Skin infection (ex. impetigo, ringworm)

Pink-eye

Any communicable disease

· Children and team members must be fever free for 24 hours before participating in the program.

· Team members are not allowed to administer medication (even gas drops).  If a child requires special medication, the parent must return to the child’s classroom at the appropriate time to administer the medication
Crying:

· Infants- page the parent if they cry more than 5 minutes

· Toddlers- page the parent if they cry more than 10 minutes

· Practice using the pager

Diapers:

· Change every baby’s diaper at least once near the end of each service

· Mark the time changed on sticker & place on child’s back

· Please use hand sanitizer before & after every change
· Please wipe off the changing table after each child
· Leave the door open to the bathroom when “pottying” a toddler 
· No men will change diapers or take toddlers to the potty
· If a man is working one side alone, have the other adult or 
     on- call adult change the diapers

Snack Time:
· Infants:

· Follow parent instructions on sign in label
· We give bottles and snacky finger foods but NOT meals (baby food jars, etc.)

· Toddlers:

· Have snack time once per service/ Goldfish only
· Please make the children sit at the picnic tables 
· If they didn’t bring a cup, they may have water
Play Time:

· Interact with the babies- you will all enjoy your time together much more!

· Read stories

· Sing songs (old McDonald, The Wheels on the Bus, Jesus Loves me, etc.)

· Use the activity boxes

· Please make sure all items are returned to the box immediately after the activity
· Teach our three credos:

· God loves me

· Church is fun

· The Bible is God’s Word

Discipline Policy:
For the physical safety and emotional well being of all children in our program, we have established the following disciplinary guidelines. 

- If a child needs correction because of their behavior, they will be given positive verbal encouragement to change their behavior.

- If the behavior continues to be disruptive, a brief time-out may be used (2 minutes max).

- Should a discipline issue arise that cannot be resolved within the classroom, please contact the Department Coordinator who will assume responsibility for the child until a parent can be reached
· NEVER spank, pop, or grab a child- NO physical discipline

Biting Policy:
· First offense: 

· Verbally correct the child.

· Remove the child from the scene of the conflict. 

· Discuss the situation with the child in a loving way.

· Observe the child to ensure that he doesn’t bite again.

· Inform the child’s parents of the incident.  Be sure to also inform the parents of the child who was bit.

· Second offense
· Immediately call the child’s parents and inform them that the child will not be allowed to stay in the room any longer that day.  The child will be welcomed back the following week.  If he or she bites again the parents should be called immediately.    

· If biting continues:
· If biting continues for more than 3 weeks in a row, ask the parents to remove the child from the class for a specified length of time (will be decided by the Nursery Director).  

Accidents:

· Please page the parent when an accident that leaves a mark occurs (biting, bumping head, etc)

· The parent will appreciate being told what happened

· This way you won’t forget to tell them at the end when everyone is being picked up

· Page the parent & use a cell phone  to dial 911 in case of serious emergency (child not breathing, etc.)
· A first aid kit is in the drawers on the infant side
Clean-up: 

· Use/initial the checklist in each room
· Both Rooms

· Spray all toys/infant seats with Lysol

· Wipe off picnic tables & changing table with Lysol wipes 
· Sweep floors

· Use Clorox mop as needed

· Have someone take out the trash/replace with new bag

· Infant-Creeper Room

· Change sheet in crib if it was used & place dirty sheet in labeled bin
· Wash “mouthed” toys and leave them in the strainer to dry
· Wipe down other toys with Clorox bleach wipes
Nursery Training Sign Off

*I have completed nursery training at First Assembly of God

SIGNATURE:   
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Teen Addendum
A few Reminders:

· The adult nursery worker is in charge

· Never leave the nursery while you are serving unless asked by the adult nursery worker (and NEVER leave the kids alone)

· Page the on call person (911) if you need someone to take a child to the bathroom

· NEVER give the children candy or gum 

· Don’t have candy in the nursery at all

· When changing diapers:

· Make sure you have the wipes and diaper ready before you pick up the child

· NEVER step away from the changing table while you are changing a diaper

· Use hand sanitizer after every change
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