CCBC Nursery Staff Handbook
My Turn in the Nursery                                      Last Sunday was my turn in the nursery to work.              My heart wasn’t in it, and my feelings were hurt,        A child from its mother did not want to part           And cried a lot with its broken heart.                  I prayed that soon the hour would end,               That I could relax - no more children to tend.        Soon the hour was over - felt good to be free.           I said once a month was too much for me!              That very next Sunday, as I sat in the pew,              A very good sermon, but visitors were few,               But down came a woman and her soul was saved,             And she was the mother of the crying babe.            Then it dawned on me that I had been a part             Of one being saved - giving God her heart.             From that day on, I would never dread                Working in the nursery while souls were being fed.
-Morrow United Methodist Church Morrow, GA
Updated October 2007
Nursery Staff Handbook
We have prepared this pamphlet to share our goals in caring for our precious little ones. Hopefully it will answer many of the questions you may have.

We try to give the children the best possible care. As part of this care, we have listed a few rules, tips and suggestions for each volunteer.

Nursery Ages

Infants: 
Newborns through 18 months

Toddlers:   18 months to 3 years-old

CCBC has completed a Child Abuse Prevention program which requires that each volunteer undergo a background check prior to serving in the nurseries at the church's expense. Please see one of the

Nursery Coordinators or Director of Children's Ministries, Bobbie Marcy for more information.
Time

Volunteers need to arrive no later than the times mentioned below. Those serving during the first hour need time to set up and get ready for the first child to arrive. Those serving during the third hour must complete nursery checklist prior to leaving.

Sunday
1st hour:
 8:45 am 
2nd hour: 10:05 am 
3rd hour: 11:20 am
Saturday Eve
1st hour:
5:45pm
2nd hour:
7:15pm
Scheduling
It is very important that if you cannot work in the nursery on you scheduled day you need to call someone on the list to trade with (adults with adults/ teens with teens). After you have arranged for someone to work your shift, please call the nursery coordinator and let her know of the change.  There must be one member present in the nursery each hour.
Infant Nursery Check-in Procedures

1. Greet parents at counter. If this is a first-time visitor, fill out the information card.  Have parents take out the information card, review and post in holder next to sign-in white board.
2. Hang diaper bag and belongings on hook with sign-in number; parents take corresponding number card.

3. Ask parents to fill in appropriate information on the white board sign-in with corresponding number. Ask parents for specific instructions i.e. nap time, feeding time, etc.

4. Make sure that bottles/cups are clearly labeled with child's name. There is tape usually under the counter.

5. Receive child over the counter. If child is crying, assure family they will be well cared for. Do you best to make families feel at ease.

6. Explain the notification system panel located on the left wall above the platform in the auditorium.
Toddler Nursery Check-in Procedures
1. Greet parents at door. Be sure to introduce yourself to any visitors or people you do not know. Fill out an information card if first time visitor.

2. Assign name tags: one to baby, one to diaper bag or belongings, and parents take corresponding number card. Ask parents to fill in appropriate information on the white board sign-in with corresponding number. 
3. Ask parents for specific instructions i.e. snacks, potty training, etc

4. If child is crying, assure family they will be well cared for. Do your best to make families feel at ease.

5. Explain the notification system panel located on the left wall above the platform in the auditorium.
Snack Time
A healthy snack will be served during second hour in both nurseries.  Infants will not be given snack unless families have given consent.
Diaper/Potty Procedures

1. Please check all diapers or potty children each hour. Then place a check mark on the whiteboard in the appropriate column noting the child has been checked/changed. 

2. Always wear gloves when changing diapers.

3. Please change paper on the changing counter in the infant nursery after every diaper change/check.

4. If a toddler needs to be changed use, the changing pad in the toddler bathroom. Place a disposable paper sheet under the child's bottom. Keep the toddler bathroom door ajar when toileting or changing a toddler.

5. Wash hands thoroughly after each diaper or potty time.

6. Disinfect the changing area with Lysol surface spray.

· For the protection of our male nursery volunteers, the following procedures must be followed:

1. A female volunteer must be present

2. All diapering and toileting needs to be handled by the female volunteer.

Discipline Policy

If there is a discipline problem that occurs and cannot be settled with a stern talk or a seat away from others, it is best for you to get the Nursery Coordinator or Director of Children's Ministries and we will work with the parents to resolve the situation. Any kind of biting or hitting will not be allowed.

Quiet/Clean-up Time

Infant Nursery:

· Make sure all the dirty laundry is put into the laundry basket.

· Try to pick up any large cracker/snack mess.

· Follow the clean-up checklist posted in each nursery following the last hour of minstry.

Toddler Nursery:

· About ten minutes before parents start arriving you need to have all the children help pick up the toys and put them away in the appropriate place.

· Sit quietly on the rug for a music or story time until families picks them up.  Use story cards provided to review the theme of the month.
· Follow the clean-up checklist posted in each nursery following the third hour.
Coordinators

We have coordinators who oversee the ministry of the nurseries. If you have any questions or concerns, please feel free to contact any of these ladies.

Infant Nursery
Cassandra Barnwell
253-875-9420
Toddler Nursery
Sandra Golling
253-262-2363
Children’s Ministry Mission/Purpose Statement
To come along side the family in the spiritual growth of their children through worship, Bible study, and activities that in God’s timing will lead a child to a relationship with God through Jesus Christ.
 

I acknowledge that I have received and read the Nursery Handbook for Christ Community Baptist Church.

Print Name:________________________________
Signed:________________________________________________ Date: ________________________
