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Jennifer Marsalese 
Children’s Ministry Director 
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 CORNERSTONE MINISTRIES 
 Standard Operating Procedures 

 

The Vision and Values of the Children’s Ministry 

 
 

 

VISION: 
 

Everything we do in the Children’s Ministry at Cornerstone Ministries is inspired by our God-
given desire to see children become fully devoted followers of Jesus Christ. 

 

Our Vision is for Kids to have REAL FAITH, REAL FUN! We are building a strong foundation of 
walking in TRUTH and growing in Jesus. We want our children to develop the knowledge and 
understand of God’s word, His principles and His love, This is a process of growth that happens 
from the time they are young and continues throughout their life. 

 

We want to see Christ FORMED in their life: 
 
F- Find Jesus as their Savior 
O- Open their hearts in service to God and to others. 
R – Reach out with the gospel 
M- Mature in the disciplines of their faith.   

 
 
 
 

VALUES: 
 

To do this, we have 5 values the dictate how we do ministry: 
 

Biblically based: Everything is based on the Word– communicate what it says at every 
opportunity. 

 
Relational: We want to develop good relationships with the children and provide godly 
role models for them. 

 

Fun & Creative : The children must enjoy themselves and have fun at church) 

 
Safe: Physically– by providing a clean environment, free from harm and using our Safe 

Place for Kids Policy Emotionally—preventing teasing and teaching and disciplining 
with love 
Spiritually—making it safe for them to come and ask questions 

 
Relevant & Life Application:  Children take home the lesson with them and learn it is real in 
their everyday life 
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Safety and Security Procedures 

 
 

 
Safety and security are a high priority in the Children’s Ministry. Our goal is to provide a safe, 
secure and loving environment for children. In an effort to accomplish this goal, we have security 
measures in place to protect the children, their parents, the volunteers, and the church. 

 
 

VOLUNTEER REQUIREMENTS: 
 

All Children’s Ministry volunteers must meet the following requirements to be volunteer with 
the children. 

* Complete the Volunteer Application 
* Submit three names for Character references 
* Complete Background Check and Clearances 
* Attend the Safe Place for Kids Training 

 
Once a volunteer has completed these steps, they receive a letter telling them that they are a 
CLEARED adult. A non- cleared adult, those who are still in the process of having all their clearance 
run, may serve along side a cleared adult, but may not be alone with any child. 

 
 

If any volunteer notices anyone in the room or area who is not identified as a volunteer, please 
approach them quickly to ask if you can help them in any way. We must be aware of every person in 
the wing with the children at all times. If anyone approaches you from another church wanting to 
“look around” please take them immediately to a staff member. 

 
 

VOLUNTEER IDENTIFICATION: 
 

All volunteers are required to obtain a name tag each week at any of the computer check in 
stations. This will identify you as a volunteer as well as a Cleared adult. Always check in under 
Ministry Support when you use the computer. This is designed for our team members. 

 
 

Safety procedures regarding child abuse, neglect, or suspected abuse are outlined in the 
Safe Place for Kids Manual.  Please contact a staff member to receive a Safe Place for Kids 
Manual. 
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Personal Appearance and Conduct 
 

Appearance: 
 

Clothing and shoes must be worn that enable individuals to ensure safety and maintain sanitary 
condition of themselves and others. Children’s Ministry team members must dress in appropriate and 
modest apparel. Each team member serves as a model to the children in how to conduct 
themselves. Please dress comfortably and in a way that allows you to interact with the children. 

 
No Cut-offs, halter tops, revealing tops, or confining attire may be worn at anytime. 

 
NO offense or questionable messages or logos are allowed on clothing. If you are unsure if 
something would be offense, please do not wear that piece of attire. 

 
Ladies, please do not wear shorts that are too short or shirts that are cut too low. Do 
not wear tank tops or spaghetti straps. During Camps, one piece bathing suits are required or 
a shirt must be worn covering the stomach. 

 
Gentlemen- do not wear clothing that is too baggy or that allows your underwear to 
show. 

 
 

Personal Conduct: 
 

It is important that each volunteer that works with the children walk in holiness before the Lord. 
Volunteers must live their life in such a way as to be examples in both words and deeds. Those who 
serve in Children’s Ministry must be a role model for the children. If the Children’s Ministry 
Department or Director is made aware of any immoral conduct that would hinder the volunteer’s 
ability to serve as a role model, that volunteer will be asked to explain the situation and the Director 
will determine if they can continue in their role or a time of separation and restoration is needed. 

 
Abusive language, both verbal and body must be avoided at all times. 
Volunteers must strive to live a sexually pure life. Sexual activity is limited to the marriage 
relationship. Volunteers may not be engaged in an addiction to drugs or alcohol. 
Volunteers on-line identity must reflect a godly life style and serve as a model for our children. 

 

 

Guidelines for those Volunteers under 18 years old 

Students who wish to serve in the Children's Ministry are welcomed to serve in this way. They 
must complete the Volunteer Application and have parental approval to begin serving. Students 
must follow all  the guidelines outline in the training manual as well as the following guidelines. 
They are not required to take Safe place for Kids class or have clearances run until they turn 18. 

 
1.   Be respectful and obedient to adult leaders in the classroom. 
2. No carrying children is allowed unless instructed to do so. 
3. Stay in the classroom until the service is over and the children have been check out. 
4. Let the Division Leader know that you are leaving. 
5. No electronic or handheld games or devices are allowed in the classroom. 

 

CAMPS: 
Children may serve as Camp Team Members. There must be a 6 year age difference between the 
team member and the children they are serving with.  Children must be 13 years old to be a junior 
counselor for Camp-In.  Children must be in 4th grade to serve in Mini Camp.  



 

CORNERSTONE MINISTRIES 
Standard Operating Procedures 

 
Arrival Time, Check in and Prayer 

 

Serving God is one of the greatest spiritual disciplines that a believer can do. We want to serve 
the children and families of our church as if we are serving Jesus. To do this, we want to build 
a place that is safe and fun for our children but also a place where each member feels a part of 
the team and contributes their very best. 

 

Each Children’s Ministry volunteer should arrive 40 minutes before the service begins that they are 
scheduled for. They should check in at the computer kiosks and receive their name label. They will 
then report to their TEAM TIME location.  (We understand that this may be difficult but please do 
your best to be part of this team time) 

 
Each team will have TEAM TIME for 10 minutes to pray and prepare for the upcoming service. The 
division leaders will lead this time of prayer as well as provide needed instruction for the upcoming 
service. 

 

Once TEAM TIME is finished, all volunteers will report to their rooms to prepare for the upcoming 
service. Coaches should use this time to prepare the room with toys and make it a welcoming 
environment. Leaders will use this time to check on supplies and get all needed materials ready for 
the lesson. 

 

Classrooms will open for children 20 minutes before the service begins. 
 
 

BEFORE SERVICE SCHEDULE: 
 
                 5:20, 8:20 & 1 0 :20 Team time for prayer and direction 
                 5:30, 8:30 & 10:30    Preparation for the children in the rooms 
                 5:40, 8:40 & 10:40    Room open  
 
 

CAMPS: 
 

Each Camp Volunteer should follow the schedules given out at Camp Orientation. Breakfast is served 
at both camps from 7:30– 8 a.m. Morning Devotions are a requirement for those serving at camp. (In 
the event of an emergency or family conflict, the Children’s Director may make an exception if a 
worker has cleared it with the director before camp. This is a chance for each volunteer to grow as a 
team member and to hear needed information for the day. 

 

Camp Volunteers will be given a name tag at the beginning of their week and will be required to 
wear them while serving at camp. 
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CALL OFFS &SUBSTITUTIONS: 

______________________________________________________________________ 
1. Please remember that you have made a commitment to the children. You are a vital 

member of the team and each part is needed for a successful ministry. 
2. We use a scheduling system called Planning Center. This is an online system that allows 

us to schedule volunteers and gives Volunteers a scheduling reminder, a calendar and a 
way to access all the scheduling information that is needed. Our Volunteer Coordinator 
oversess all the scheduling and details on planning center. 

* Please connect with our VOLUNTEER COORDINATOR to receive training on 
planning center and all the policies on scheduling. 

3. As soon as you realize that you are unable to fulfill your commitment, take the following 
steps to secure a replacement. 
A. Try to find another team member to switch with. You can do this through 

planning center using their emails or their phone numbers. I 
B. If you are unable to find a substitute, please call or email the Children’s 

Ministry Volunteer Coordinator as soon as possible to let her know 
what day you are unable to make it. 

 

1. Kris  Reese’s Home phone: 724.325.7288 
2. Kris’s  cell phone: 724.594.6563 
3. Kris’s email: kreese@cornerstonelive.net 

 

4. When you have to call off right before a service, please call the Volunteer 
Coordinator as well as the l leader of that service listed below. 

Preschool:  

a.  Saturday Evening Service    

1st & 3rd Weekend – Melanie Fleming at 412.378.1286  

2nd & 4th Weekend – Rich King at 724-989-1024 

b. 9 am service – Carol Love at 724.836.0956 

C. 11 am service – Rich Kappel at 724.832.8919 or 724.433.0233   
 

  

Elementary: 
a. Saturday Evening – Erin King 724.875.1701 
b. 9 & 11 am – Jennifer Marsalese – 724.787.0567 

EMAILS:  
Jennifer Marsalese – jmarsalese@cornerstonelive.net  
Joanne Fitz – jfitz@cornerstonelivel.net 
Melanie Fleming – mfleming@cornerstonelive.net 
Erin King – Eking@cornerstonelive.net 
Rich King – Rking@cornerstoneliv.net 
Carol Love – Lreceptiveservices@comcast.net 
Rich Kappel – kappelra@comcast.net 
Kris Reese – kreese@cornerstonelive.net 
Jess Robinson- Jrobinson@cornerstonelive.net 

  
 
CAMPS:  
Camp Volunteers—If you are unable to be part of camp for the entire time, arrangements need to be 
made with the Camp leadership team before camp begins. This enables the team to make sure that 
each area has the correct amount of supervision. If you are unable to attend during camp due to an 
illness or  emergency, please contact Joanne Fitz at 724.733.0070 and leave a message before 8:30 
a.m.  After 8:30, please leave a message with the secretary to relay it to the Camp Director. 

mailto:kreese@cornerstonelive.net
mailto:jmarsalese@cornerstonelive.net
mailto:jfitz@cornerstonelivel.net
mailto:mfleming@cornerstonelive.net
mailto:Eking@cornerstonelive.net
mailto:Rking@cornerstoneliv.net
mailto:Lreceptiveservices@comcast.net
mailto:kappelra@comcast.net
mailto:kreese@cornerstonelive.net
mailto:Jrobinson@cornerstonelive.net
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Discipline Policy –Preschool 

The goal of any discipline policy is to guide children into choosing the correct behavior. We want to 
help children grow in their relationship with Christ and to learn what behavior is appropriate and 
what is not. 

 

1. Clearly define the limits to the children.  Kids, please sit on the chairs during activity time. 
2. When a child misbehaves, follow the steps listed below 

a. Call the child by name 
Johnny 

b. Explain to them the rule and how they are not obeying it in a calm quiet voice. 
Johnny, we sit on our chairs in Sunday school. 

c. Make sure they understand the verbal instructions you have given 
d. Separate the misbehaving child from the rest of the group. Use a “time out” 

chair away from the group.  Speak softly to the child and make sure they 
know what they have done incorrectly. 

Johnny, because you did not sit on the chair, you will need to sit in time 
out for a few minutes. 

e. Allow them to stay in the time out for the length of their age. 
f. After the time has passed, speak to the child about the behavior. 

Johnny, you had to sit here because you did not sit on the chair. You 
may rejoin the group but you must sit on the chair. 

g. If they continue to exhibit the behavior, take them into the hall and have 
the preschool division leader speak to them. 

Mr. Rich, Johnny is having trouble sitting on the chair, would you please 
talk to him. 

h. The preschool leader will speak with the child and reaffirm the correct behavior. 
He will let the child know that if it happens again, the parent will be called. 

i. If a child continues to disobey, have the preschool division leader page the 
parent to address the child. 

 
**If a child deliberately strikes a teacher or bites another child or teacher, please 

immediately take them to the preschool leader and have the parents 
called. 

 

3. Always speak with love and remember to affirm the worth of each child. 
 

4. Review the rules with all the children each week before a session begins. 
 

5. Things that we do not do in Children’s Ministry 
* Never strike a child 
* Never raise a hand to a child 
* Never threaten a child 
* Never yell at a child 
* Never talk to a child in a humiliating voice. 
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TITLE:  Discipline Policy –Elementary 

 
The goal of any discipline policy is to guide children into choosing the correct behavior. We want to 
help children grow in their relationship with Christ and to learn what behavior is appropriate and what is 
not. 

 

1. Clearly define the limits to the children. 
Please listen quietly 
during the lesson 
Please be kind to 
one another 

 
2. When a child misbehaves, follow the steps listen below 

 

In Large Group: 
a. Walk next to the child and instruct them in the correct behavior 
b. Explain to them the rule and how they are not obeying it in a calm quiet voice. Make 

sure that the child know what they are being spoken to about. 
c. If the behavior continues, separate them from the 

group and have them sit away from the group. 
d. Gently guide them away from the group, always remembering to be  kind with your words 

and actions. 
 

In Small Group: 
a. Call the child by name 
b. Explain to them the rule and how they are not obeying it in a calm quiet voice. Make 

sure that the child knows what they are being spoken to about. 
c  Separate the misbehaving child from the rest of the group. Use a “time out” chair away   
            from the group.  
d.   Speak softly to the child and make sure they know what they have done.         
e. Allow them to stay in the time out for the length of their age. 
f. After the time has passed, speak to the child about the behavior and ask if they are 

ready to rejoin the group 
g. If they continue to exhibit the behavior, take them into the hall or away from the 

group to discuss the behavior 
h. If needed, ask another small group leader to help with your group and take the child to 

the division leader or Children’s Ministry Director. And have the parent called to 
address the child. 

 
**If a child deliberately strikes a teacher or bites another child, please immediately take them to the 
director and have the parents called. 

 
3. Always speak with love and remember to affirm the worth of each child. 

 
4. Review the rules with all the child each week before a session begins 
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Medical & Emergency Procedures 

The majority of the time, an injury can be treated with a little loving attention and/or a Band-Aid. A 
small first aid kit is located in each room on the wall near the sink and should provide needed 
supplies for an emergency. 

 
A fully stocked first aid kit is kept readily available in the nursery as well as the registration area 
and, in the volunteer room, and in the main kitchen. Band-aids are also kept under each computer 
station at the registration desk. Please notify a service leader  (or medical personnel during camp) 
if you have a child that needs help with a minor injury. 
Please notify the parents of the injury when they pick up their child and document all injuries that 
occur during any children’s service or event  in the Injury Log, located in the volunteer room on a 
clipboard, before leaving. 
 
We are not authorized to dispense an over the counter prescriptions.   

 Medical Red Bags: 

Some children come to Cornerstone and need to have medicine (such as an epi pen) with them at 
all times. Parents are instructed to ask for a medical bag at registration and fill out the information 
inside of the bag. They then place the medicine that must travel with the child in the bag and give it 
DIRECTLY to the leader who is responsible for the child during that time.  The parent is to take 
home the medicine with them each day. 

 
Medication that are brought during camps will need to be delivered to the medical staff and 
locked securely. Only medical staff may distribute approved medicine during camp. 

 
 

Medical Procedures 
 

Serious injuries involving broken bones, fainting, unconsciousness, convulsions, or other 
serious bodily injury should be treated as follows: 

 
 Stay calm and keep the children and the injured child as calm as possible. Speak calmly 

and assure the child that everything is going to be okay. 
 

 DO NOT move the child that is injured and DO NOT leave their side. 
 

 Send a volunteer to locate a staff member for assistance. 
 

 If needed, the staff member will contact our medical emergency volunteer team of 
doctors and contact Security. 

 
 The staff member will contact the parents and advise them of the child’s situation and 

the procedure being followed. 
 

 The staff member will ask the parents for details on doctor or hospital preferences,  
 

 If the child must be transported to a hospital and the parents cannot be located in time, 
the staff member will accompany the child to the hospital. 

 

 The staff member will continue to follow-up with the parents as needed. 
 

 All volunteers and staff members involved in the emergency must complete a report of 
the incident immediately following the emergency for the Children's Ministry record.  The 
Incident Report is located in the volunteer room.  
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Emergency Procedures 

 
 

** The Two Key things we use in emergencies are our walkie talkies and our emergency bags. 
Walkie talkies are located on the wall folder in each room. If a walkie talkie is not present—please 
see your team leader to receive one. 

 
 

Emergency bags: 
Each room is equipped with an emergency bag that has supplies necessary for both Severe Weather 
emergencies, fire evacuation and power outages. These bags are located on a hook in each room on 
the wall. Please make sure you know where they are in the room where you are serving. 

 
 

Each room has an emergency bag.  It contains: 

A. An evacuation list 

B. Large sheet to gather the children on 
C. A full map of the church 
D. A room sign 
E. A flashlight 
F. A lantern 

 
 

Severe Weather 
In the event of any weather warnings, such as severe thunderstorm or tornado warnings, the 
following procedures will be implemented: 

 
 All Children’s Ministry Leaders will be notified immediately of the warning and asked to 

stay alert for further Instructions (using the walkie talkies) 
 

 If there is a severe threat, leaders will move all children and volunteers into the Large 
Group Rooms for Safety/. – The Treehouse and the Rec Room 

 
Volunteers should take their rosters and emergency bags with them. 

Large group rooms are equipped with emergency lighting 
Preschool rooms (Nursery—5 years olds) will move into the 
Treehouse room Kindergarten and Lower Elementary move into the 
Rec Room 
Upper Elementary (Upper Deck) will move into Antioch Hall. 

 
 Everyone will remain in the Large Group room until the threat has passed. Leader will 

announce that they may return to their room using the walkie talkies. If threat does 
not pass, parents will be instructed to pick up their children in the various large 
group rooms. 

 
Please follow all security procedures with dismissal. 
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Emergency Procedures: Internal Threat 
  
  ** Information and Knowledge are the two key things needed in dealing with an threat inside the building.  

You must acquire information so that you can make an informed decision about what you will do with the 
children.  Information is relayed over the walkie talkies so please make sure you have them with you at all 
times.   
  
  
Awareness:  If an internal threat occurs at Cornerstone, you will hear a specific explanation over the 
radio:  
  Example:  “There is a gunman in the building in the lobby.”   
  A specific explanation is given so everyone is able to quickly understand the situation.   
  
   
Response:    Once you hear the about the threat, determine your best response with the children.   
  There are two types of responses:  
  1.  Run and escape with the kids  (Gather your children and escape the building)  
  2.  Hide and be prepared to protect the kids (Secure the children inside the room)  
    
**A response is chose based on the information you are given.  If new information is given, you 
may have to change your response to meet the situation.   
  
  
RUN:   
If the threat is located outside of the Children’s Area—the Lobby, Café or Sanctuary—we will utilize the 
RUN option.  This means we will evacuate the children to a secure area.  This will be out the back of  the 
Kidz Wing.  (Upper Deck will evacuate out the back stairwell and then proceed to the back of the building.   
You can locate your evacuation route on the Fire Escape sign in each room.   
  
Follow the Evacuation procedure as quickly as you can.   

1.  Line the children up in the room. 
2.  Check the bathroom and closet for children 

 3.  Take your attendance sheet and do a head count before leaving the room 
 4.  Take the radio and the emergency bag. 
 5.  Turn the lights off and close the door.    
            6.  Walk the children outside.   

7.  Take the children outside to the grassy area behind the building.    
8.  Have the children sit down on the sheet and do a role call of all the children again.  
9.  Radio in to the leader that all of the children are accounted for.  
10.  Follow any instruction given over the radio or by emergency personnel.   

  
THIS IS ONLY DONE IF THE INFORMATION YOU HAVE KEEPS THE CHILDREN SECURE AND THE 
THREAT IS NOT CLOSE TO THE CHILDREN.   
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______________________________________________________________________ 
  

Emergency Procedures : Internal Threat 
  
 
 If the threat is located close to the Children’s Area—the Kitchen, or hallways—we will utilize the 

HIDE option.  This means we will hide the children in the room to keep the threat away.  
  

 1. Lock the door or barricade it with anything you can find.  
 2. Place the children in a place where they are not visible to the outside              

           hallway  (do not put them all together—space them out)  
 3. Tell the children to be very quiet.   
 4. Stand close to the door but not visible and be ready to defend the children.    

(See Protect)  Gather anything you can to throw at anyone who might 
enter to hurt the children or use something as a weapon if a threat would 
enter your area.    

 5.  Stay there until given further instructions.  
  
  

 Protect:  
  
  If a threat is near your area or approaching, take anything that you can—
vacuums, clipboards, papers, toys, spray or  anything that you have to throw at an attacker.  
The goal is to stop them or slow them down and prevent them from getting near the children.   
  
If your children are in the Upper Deck—have them also take anything that they can and prepare 
them to throw it at the attacker.    (Our little ones may not be able to do that and it will frightened 
them more.)  
  
   
  

   
  
 ** When police or emergency personnel arrive—follow their instructions.   
  
 ** Always follow regular dismissal procedures once the threat has been 
contained.   
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____________________________________________________________________ 

Fire Escape policy: 
 

1. Each room has an emergency bag.  It contains: 

A. Use your clip board as your evacuation sheet 

B. large sheet to gather the children on 
C. A full map of the church 
D. A room sign 
E. A pen for attendance 
F. An extra attendance sheet for each room. 

 

2. When the alarm sounds, the Children’s Ministry director will confirm that it is not a false alarm. 
 

3. Everyone should begin the evacuation procedure immediately unless it is 
communicated on the radio that it is a false alarm. 

A. If it is a false alarm, you will hear, “This is a false alarm.  You do not need to evacuate 
the building” 

B. If it is an emergency, you will hear, “This is not a drill, please evacuate the building 
immediately.” 

 

4. When the alarm sounds, each leader in each room will begin the evacuation procedure.  

1.  Line the children up in the room 

2. Check  the bathroom and closet for children. 

3. Take your attendance sheet and od a head count before leaving 

4. Instruct the children to walk quietly.  Remind them that the noise may be loud but to not 
cover their ears to hear instructions 

5. Take the Radio and Emergency bag 

6. Turn off the lights and close the door.  (This signals that the room is cleared)  

7. Position one adult or leader at the beginning of the line and one adult or 
leader at the end of the line of children. 

8. Leave the room and exit using the primary route listed on the evacuation list. 
(Use the secondary route it the primary route is blocked or unsafe.) 

9. Children are to use the second set of glass doors in the main exit of 
the Children’s Wing. Students will use use the first set of glass doors. 

10. Walk the children outside. (Stay on the sidewalks along the building to allow 
for others to exit and pro- vide a clear pathway) 

11. Take the children outside to the grassy area 
beyond carport  

12. Have the children sit down on the sheet and do a role call of all the 
children again. Radio in to the pre- school leader that all of the children are 
accounted for. Say, “(Name of room) are all evacuated. For example:  “3 
year olds are all evacuated.” 

 
 

5. If it was a false alarm - remain outside in the grassy area until it has been 
communicated that it is safe to enter the building.  Take attendance upon re-
entering the building. 

6. If we are unable to re-enter the building – parents will be instructed to pick up 
their children from this area. Please follow security procedures and check 
stickers for identification. 
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Bathroom Policy/Accident Policy 

PRESCHOOL: 
 

1. Always have another adult present in the room when a child is going to the bathroom. 
2. When a child has to go to the bathroom, allow them to go into the bathroom by themselves. 
3. Have the child close the lower portion of the door when they are in the bathroom. Keep the 

upper portion open 
4. Monitor the child and ask if they need any assistance. 
5. If they need help with their clothing, a Cleared adult may enter the restroomith 

the door open.  
6. When they are finished, have the child wash their hands before they resume their activity. 
7. Please guard the child’s privacy as well as your own reputation. 

 
 

ELEMENTARY: 
 

1. When a child has to go to the bathroom, do not allow them to leave the room by 
themselves. 

2. Stand outside the bathroom and wait until they are finished. 
3. If they would take a long time, go into the bathroom to make sure they are 

not misbehaving in the bathroom. 
4. If a younger child would need help with their clothing, have another adult 

come into the bathroom with you before you would help them. 
5. When they are finished, have the child wash their hands before they resume their activity. 
6. Please guard the child’s privacy as well as your own reputation. 
7. Do not send a child to the bathroom from small group by themselves. Ask if it is an 

emergency and if they can wait until their parents come. If they can not, take 
your whole group to the restroom or take the child down and have another 
leader watch over your group while you walk the child to the restroom. 

 
IF A CHILD HAS AN ACCIDENT: 

 

1. When a child has an accident in the bathroom or when they are sick, do your best to comfort the 
child and assure them that they will be alright. 

2. Have them stay in the bathroom while you handle the situation. 
3. Ask another adult or teen to go get a change of clothes and a garbage bag for the wet clothes. 

 

Babies:  Spare clothes are located under the changing table, bags are in the drawer of 
the changing table. 
Twos:  Spare clothes are located under the changing table in the room, bags are located 
in the drawer. 
Preschool:   Spare clothes and bags are located in the Nursery closet in marked totes for 
sizes. 
Elementary: Spare clothes and bags are located in the Team Room in the marked 
cabinet. 

 

4. Make sure you have the door of the bathroom open and another adult present if you need to help 
the child change. 

5. Change the child out of the wet clothes into the spare ones and place the wet ones into the bag. 
6. Help the child return to class normally. 
7. Alert the parent during the service if we are unable to find a spare pair of clothes for them  
8. Tell the parent when they come to pick up the child that there was an accident if we were able to 

handle it in class. The clothes do not need to be returned. 
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Lines of Communication 
 

To have a well- organized and excellent service as well as providing each volunteer with the 
information that they need, each volunteer will receive communication during the week from their 
division leader. 

 
 

WEEKLY: 
• Each volunteer will receive a reminder (phone call or email) that they are scheduled to 

serve for the upcoming weekend from the Volunteer Coordinator. Most emails will be 
sent through Planning Center where the curriculum can also be found. 

• Each volunteer will receive a weekly update from their division leader with tips and 
information regarding the upcoming weekend. 

• Volunteers are encouraged to respond back with any needs that they would have as well 
as concern about the lesson. 

 
 

Each team member plays a vital role in the success of a service. Please communicate your 
concerns or insights with your division leader or the Children’s Ministry Director. You are with the 
children each week and your opinions and insights are valued as we strive to improve the ministry. 

 
CAMPS: 
Each Camp has a volunteer orientation. All information regarding Camps will be provided at these 
orientation meetings. Camp volunteers will receive communication in both email and letter form as 
camp approaches giving relevant and updated information. 

 

 

 CORNERSTONE MINISTRIES 
 Standard Operating Procedures 

 
 

 

Supplies & Curriculum 
 

All supplies needed for each lesson will be prepared and ready for the volunteers by the Children's 
Ministry Support Team. 

 
All extra arts and crafts supplies are located in the Supply Room behind the registration desk. A map 
of these supplies is located on the back of the door. Please let your division leader know if there are 
supplies missing when you arrive. 

 
All curriculum will be provided to the Team. Curriculum packets will be distributed by the division 
leader when possi- ble. Inside each curriculum packet will be a schedule with the lessons for each 
week and a schedule of supplies that will be provided.    Extra books and lessons will be available 
in the Team Room as well. 

 
CAMPS: 
Supplies will be passed out during Camp Orientation. If Camp Team members need supplies, they 
must let the Director know of supplies that are needed. Counselors and teams will need to meet the 
day before Camp begins to ensure that they have all supplies needed. 
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 CORNERSTONE MINISTRIES 
 Standard Operating Procedures 

 

 

Communicating with Toddlers 
 

Some challenges that preschoolers face are attention span, separation anxiety, vocabulary, 
communicating & understanding. To help prepare yourself to teach, remember that ages 2-
9 are the critical times to build spiritual foundation and 83% of people come to Christ before 
the age of 13.  What a harvest field! 

 

There are Seven “Building Blocks” to Preschool Communicating 

 
Authentic Heart 
 
 You must spend time with God throughout the week. 

• Read through the script/story early each week & pray about how God 
can use you to communicate to the children.  Ask God 
for ideas! 

• Know Your Audience 
• Where are they developmentally? (Check handouts in the volunteer room) 
2. Three year olds like: to pretend, secrets & surprises. They like it when you 

don’t know the answers but they do! 
3. Keep sentences short & explain confusing words. 
4. Where are they relationally? 

A. Learn to love them on their level. 
B. Playtime is relationship time. 
C. Comment on what they are doing while doing activities. 
D. Find out what they like ~ Pay attention to what’s on their clothes. 

Know Your Material 
You must know it to communicate it!  Memorize it! 

• Make it your own! 
• Voice 

• Pace ~ Fast or S  L  O W. 

• Rhythm of words:  Beth-le-hem as you pat your legs and repeat. 
• Pitch:  Higher to show excitement; lower to show fear. 
• Volume:  Loud & soft.  Children love to whisper.  Use silence too! 

Body Movement 
 You do not have to just sit in a chair and communicate the story. 
Up on stage, crouch down and talk to the audience… 
Flexibility/Management 

• Count 1, 2, 3, to control environment and activity. 
• Slow down speech and start lowering your voice to a whisper to bring down noise 

levels. 
You sit to get them to sit (and then you can stand back up). 

Evaluation 
• It is critical to have people watch to see if the kids are “getting It” as we try new 

ideas.  If not, why? 
• Did the prop work?  Was it more of a distraction? 
• Do we need to put toys away in the closet due to distractions? 
• Were the costumes right for the skit? 
• Did the activity keep their attention?  Was it age appropriate? 
• Are we communicating the key concepts? 
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19  

Preschool Coach: 
 

The purpose of a coach is to be a facilitator for the children. The main job of a coach is 
to lead the children from room to room as they progress through the various stations. 

 

Responsibilities: 
Each week you are to be in your given room 30 minutes before the service begins 

after having Team Time with your Division leader.  You will be in charge of setting up the 
room with toys to make it look inviting to the children. The leader will be at the door to take 
attendance. If the leader is not there, please be at the door to take attendance on the clip 
board.  
When kids arrive, you will need to engage them in   doing a puzzle, coloring a sheet or 
playing with some of the toys. During their first activity, please verify the attendance sheet 
found on the clip board in the wall pocket by the door. Add your name and any other adults 
present in the room onto the clipboard. Take that clipboard with you as you walk with the 
children. It is a roster in case of a fire escape.  Please make any notes, injuries or comments 
or list anything that you need on that sheet. 

Before the leader begins the session, you can play the “Clean Up’ Song. It is on 
Hippity Hoppity Praise #1. This helps the children know it’s time to clean up. Then the leader 
will then begin the session. This lasts about 20 minutes. Please monitor the children and 
make sure they are participating in the activities. You will then line the children up and take 
them to the next classroom. The leader of that room will then start the next activity. At the 
end of twenty minutes, you will go to the next room and continue as you did before. 

At the end of the service, you will return to your original room and will give them a 
snack. The snacks are located in the bin in the closet. (The leader will have prepared these 
for you.) Assist the leader as they dismiss the children to their parents.  DO not let the child 
go with anyone who does not have the security  tag. You will then help clean up the room 
you were in.  Please put the toys away in the closet and throw out any trash. 

 
Time Commitment: 

During the week, you will need to read over the activities and story for the upcoming week. 
This will help you be familiar with the main point and help each child understand it. We 
would also ask that you take time each week to pray for the children and the service. 
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Preschool Story Teller: 
 

The purpose of the storyteller is to communicate the Bible lesson to the preschoolers 
in a creative and engaging way.  You will share a given story each week to three rotating 
groups of children.  The stories will be provided ahead of time and props will be provided 
each week. 

 

Responsibilities: 
You will arrive at the room 30 minutes prior to the service after having Team 

Time with your Division leader. You will be responsible to have an in depth understanding of 
the story prior to the service. It should be memorized, so you are able to focus on the children 
and their understanding the story. Feel free to add props or things to help you communicate 
the main idea.  The story should not be read to the children.  It is not imperative that every 
detail is said but the main point of the lesson is communicated. 

The children will come into the room. The coach will greet them and engage them in a 
play activity for the first 10 minutes. Please be at the door to help welcome the children and to 
take attendance. This allows the coach time to fellowship with the kids and handle any 
unhappy children. When you take attendance, make sure that the child has their security label 
on them as well as check for any allergies and make a note on the clipboard. If they do not 
have one, ask the parent to go to the desk and get a security label. For security pur- poses, 
the person who picks up the child will also have to show their security label. 

The coach will play the ”Clean Up Song” after the first 10 minutes.  The children will 
begin to clean up. 

Then, you will start the lesson of the week. In the book, you will start at the “Theo’s News” 
and continue through the Story time. You may have props, pictures or a hand puppet to use 
during the story time. At the end of the 20 minutes, the coach will line up the kids and take 
them to the next room and a new group of children will come in. You will retell the story to 
them. Then a third group will come in to tell the story to. At the end of your last group, begin 
to prepare the snacks for the kids and then stand at the door to dismiss the children to their 
parents. DO not let the child go with anyone who does not have the security tag. 

You may use the adult chair to tell the story. This makes you the commanding 
presence in the room and will help the children focus on you. All of the props and supplies 
will be in the fuzzy barrel. Please keep them a “secret” before the lesson.  This will help the 
children be attentive to the story. 

Time Commitments: 
 

During the week, you would spend approximately 30 minutes reviewing the lesson 
and the story for the week. You would be responsible for knowing how to tell the story and 
not read it to the kids. Please con- tact your service leader if you need additional props or 
have concerns about the story. Please also spend time in prayer for the children. 
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Preschool Activity Leader: 
 

The purpose of the activity leader is to communicate the Bible story and main idea 
through a craft, a game, or a fun activity. The activities are provided for the leader as well as 
the props and supplies that are needed each week. 

 

Responsibilities: 
You will arrive at the room 30 minutes prior to the service after having Team 

Time with your Division leader. You will have 3 groups rotate into your room during the service. 
You will lead the children through the activity for the week, while stressing the main idea and 
the Bible verse for the week. This activity helps the children remember the main point of the 
lesson.  The activity may be a craft, a game or a project. 
Each activity relates to the lesson of the week. 

The children will come into the room. The coach will greet them and engage them in a 
play activity for the first 10 minutes. Please be at the door to help welcome the children and to 
take attendance. This allows the coach time to fellowship with the kids and handle any 
unhappy children. When you take attendance, make sure that the child has their security label 
on them as well as check for any allergies and make a note on the clipboard. If they do not 
have one, ask the parent to go to the desk and get a security label. For security purposes, the 
person who picks up the child will also have to show their security label. 

The coach will play the ”Clean Up Song” after the first 10 minutes. The children will 
begin to clean up. Then, you will start the activity of the week. The given activities are listed 
on the schedule that you will be given.  All of the supplies will be in the room for you.  When 
you do the activity, please reinforce the concept of the week. Explain how the activity teaches 
or goes with the Bible lesson. The activity lasts for 20 minutes. At the end of the 20 minutes, 
the coach will line up the kids and take them to the next room and a new group of children will 
come in. You will redo the activity with them. Then a third group will come in to tell the do the 
activity with. At the end of your last group, begin to prepare the snacks for the kids and then 
stand at the door to dismiss the children to their parents. DO not let the child go with anyone 
who does not have the security tag. 

 

Time Commitment: 
 

During the week, you would spend approximately 30 minutes reviewing the lesson and the 
activity for the week. You would be responsible for knowing how to run the activity as well as 
spending some time in prayer for the children. Please contact your service leader if you 
need additional props or have concerns about the activity. 
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Preschool Worship Leader: 
 

The purpose of the worship leader is to introduce the children to worship and help 
them in engage in age appropriate worship using their voices and their instruments. 

 

Responsibilities: 
You will arrive at the room 30 minutes prior to the service after having Team 

Time with your Division leader. You will have 3 groups rotate into your room during the 
service. You will be responsible to have 5-8 basic praise songs picked out for the week. The 
church has many children’s music CD’s as well as videos with motions. The Children’s 
Ministry Director or either of the preschool division leaders are available for any information 
or help. You may also use your own musical instrument. The children have small musical 
instruments that they may use during worship. You will help the children learn how to worship 
God through song. 

The children will come into the room. The coach will greet them and engage them in a 
play activity for the first 10 minutes. Please be at the door to help welcome the children and to 
take attendance. This allows the coach time to fellowship with the kids and handle any 
unhappy children. When you take attendance, make sure that the child has their security label 
on them as well as check for any allergies and make a note on the clipboard. If they do not 
have one, ask the parent to go to the desk and get a security label. For security purposes, the 
person who picks up the child will also have to show their security label. 

The coach will play the “Clean Up Song” after the first 10 minutes.  The children will 
begin to clean up. 

Then, you will begin worshiping with them. If possible, the songs could pertain to the topic of 
the week. Please do at least one worshipful song that is more serious to help the children 
understand the reverence of worship. Worship lasts for 20 minutes. At the end of the 20 
minutes, the coach will line up the kids and take them to the next room and a new group of 
children will come in. You will worship with them for 20 minutes and then a third group will 
come in to worship. Remember to stop in between songs and stress the key con- cept of the 
week.  This calms the children down as well as reinforces the lesson. 

At the end of your last group, begin to prepare the snacks for the kids and then stand 
at the door to dismiss the children to their parents. DO not let the child go with anyone who 
does not have the security tag. 

 
 

Time Commitment: 
 
During the week, you would spend approximately 30 minutes selecting and preparing your 
songs for the week. You would also spend some time in prayer for the children. Please 
contact your service leader if you need additional props or have concerns about the story. 
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 2-Year Old: 
 

The purpose of a two year teacher and helpers are to watch the toddlers as they play 
and engage them in activities, then to present a small Bible lesson with an activity. A church 
provided snack is also given to the children. 

Parents will leave their children with instructions and possibly a diaper bag. All 
toddlers and their belongings are given a number when check in. This enables the workers to 
contact a parent using the black boxes in the sanctuary. If there are not labels on things, 
please ask the parent to return to the computer kiosk to get asset tags. 

 
Responsibilities: 

Arrive in the room 30 minutes prior to the service after having Team Time with your 
Division leader. Be attentive to parents as they are dropping their children off. Ask the 
parents to see their security tag and make sure that the child has a name tag on. Mark them 
down on the attendance sheet. Also mark down your name on the attendance sheet.  (This 
is our record in case we would have to evacuate.) 

You play with and take care of the needs of the toddlers. We have a clean up song 
(Hippity, Hoppity Praise #1)for you to play that helps the kids clean up the toys before they sit 
down for snack. Please watch the name tags for any children with allergies. 

After the first 20 minutes, have the children sit down for their snack. Snacks are 
located in the closet. After snack, you can tell the lesson in the book. Just tell the lesson 
marked 2 year olds. You may do this at the table or in a circle on the floor. Any props that are 
needed will be there for you. Then do the little activity with the lesson. After that, you may put 
on some of the worship tapes for the kids to sing along.  Then let them play for the remainder 
of the service. When they are picked up by their parents, they must have the label with the 
child’s number on it.  DO not let the child go with anyone who does not have the security tag. 

 
Time Commitment: 

 
During the week, teachers should familiarize themselves with the story and activity of 
the week. 
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 3-Year Old: 
 

The purpose of a three year teacher and helpers are to watch the toddlers as they 
play and engage them in activities, then to present a small Bible lesson with an activity. A 
church provided snack is also given to the children. 

All toddlers and their belongings are given a number when check in. This enables the 
workers to con- tact a parent using the black boxes in the sanctuary.  If there are not labels 
on things, please ask the parent to return to the computer kiosk to get asset tags.  Three year 
olds should be potty trained to be in the room due to their being no diaper changing facilities. 
Please ask parents to make sure you are aware of any issues a child might have in this area.  
Some may need a little more encouragement and direction to make sure there are no 
accidents. 

 
Responsibilities: 

Arrive in the room 30 minutes prior to the service after having Team Time with your 
Division leader. Be attentive to parents as they are dropping their children off. Ask the 
parents to see their security tag and mark them down on the attendance sheet. Also mark 
down your name on the attendance sheet. (This is our record in case we would have to 
evacuate.) 

You play with and take care of the needs of the toddlers. We have a clean up song 
(Hippity, Hoppity Praise #1)for you to play that helps the kids clean up the toys before they sit 
down for snack. Please watch the name tags for any children with allergies. 

After the first 20 minutes, have the children sit down for their snack. Snacks are 
located in the closet. After snack, you can tell the lesson in the book. You may do this at the 
table or in a circle on the floor. Any props that are needed will be there for you. Then do the 
little activity with the lesson. After that, you may put on some of the worship tapes for the kids 
to sing along. Then let them play for the remainder of the service. Please feel free to 
rearrange this schedule due to the need of the children. 

 

When they are picked up by their parents, they must have the  label with the child’s 
number on it. DO 

not let the child go with anyone who does not have the security tag. 

 
Time Commitment: 

 
During the week, teachers should familiarize themselves with the story and activity of 
the week. 
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Small Group Leader: 
 

The purpose of the small group leader is to create a place where children can 
fellowship with one another and spend time learning the application of the weekly lesson. It 
involves shepherding a child’s heart as well as using games, discussion and activities to 
reinforce the concept of the week. 

 

Responsibilities: 
Please arrive 30 minutes before the service after having Team Time with your Division leader. 
This enables you to have time getting to know the children which is important for them to be 
able to build a relationship with you. 

 
Please watch to see if there are any new children to welcome. (A leader from the registration 
desk may bring a new child and their parent directly to you. Please welcome them and 
introduce them to their small group leader and other children in their small group.) Interact 
with the kids while they play before the service starts. You are to be present for worship and 
large group time with the children to learn the main point of the week. Please monitor the kids 
during this time to see that they are behaving and paying attention.  IF anyone asks to go to 
the restroom, walk them to the restroom. Please stay in the hallway until they are finished 
and make sure they return to the Large Group room. The large group teacher will dismiss the 
children.  Then you will take the kids to a designated room.  There will be a box with all of the 
supplies that you will need for this time. 

 
When you arrive in the room, go around with names and then share the church provided 
snack. Give each child who brings their Bible a piece of candy from the bin as well as a Bible 
buck for attending. Then teach the lesson using the curriculum provided. Please teach the 
lesson in the way you are most comfortable, but make sure you hit the main point with the 
children. Try to engage everyone in the discussion. At the end, pass out the scripture cards 
or parent papers to the children. 

 

All children will be picked up by their parents. Please match the security number on the 
child’s name tag with the security label that the parent presents. DO not let the child go with 
anyone who does not have the secu- rity tag.  Please also monitor the noise level in your 
area and make sure the kids stay under control. Please let me know of any problems with 
children so I can help you and step in where necessary. 

 

Please return the box to the REC Room or the Supply Room in the Upper Deck and put the 
extra supplies on the small white table.  Let the Director know of anything that you would 
need for the next week or if there were any problems that need to be addressed through a 
phone call or email to the church. 

 
During the week, you would spend approximately ½ hour reviewing the discussion questions 
and learning the activity for the week. All needed materials and props would be provided. You 
would also spend time praying for the children.  **Please review the fire escape route that is 
posted in your room.  Occasionally review it with the children as well. 

 

Time Commitment: 
During the week, you would spend approximately ½ hour reviewing the lesson and committing 
it to memory. This allows you to interact with the children. All needed materials and props 
would be provided. You would also spend time praying for the children. Small Group Leaders 
serve either once a month or on a more long term basis which would be discussed and agreed 
upon with the Volunteer Coordinator. 
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Large Group Teacher: 
 

The purpose of the large group leader is to creatively and dynamically communicate 
the main Bible lesson and scripture of the week. They present the material to all of the 
elementary children using props, other actors, and interaction with the children.   The main 
goal of the large group teacher is to teach and explain the main concept and bible point for 
the week.   

 

Responsibilities: 
Please arrive 30 minutes after having Team Time with your Division leader 

before the service to understand the set up of the room and to make sure all supplies are in 
order. Once you feel comfortable, take time to walk around the room and get to know the 
children. Please watch to see if there are any new children to welcome. You would engage in 
worship with the children and the Worship Leader will introduce you and you will begin your 
lesson. Teach the lesson to the children with high energy and enthusiasm. Kids need to be 
paying attention so use your voice inflection and tone to draw the children in, as well as 
movement to keep their attention. Please make sure that you clearly communicate the Bible 
point. Feel free to do this in your own style, but do not deviate too far from the given 
curriculum because the small group teachers will be following the lesson that was provided. 
Many lessons involve questioning the children and interacting with them. 

 
The small group leaders will be in the room. They should be paying attention to any 

children who are disruptive. Please feel free to ask one of them to deal with a child who is 
distracting the other children. You may want to walk near those children, but do not 
embarrass them. 

 
At the end of the lesson, the Worship Leader or Division Leader or you will dismiss the 
children. 

 

Time Commitment: 
 
During the week, you would spend approximately 1½ hour reviewing the lesson and 
committing it to memory. This allows you to interact with the children. All needed materials 
and props would be provided. You would also spend time praying for the children. 

 

You would be the large group teacher for all services for your scheduled 
weekend. 
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 CORNERSTONE MINISTRIES 
 Standard Operating Procedures 

 

 

Volunteer Handbook Acknowledgement 
 
Please complete this form and return it to the Director of Children's Ministry. You 
must have completed and returned this form before you will be placed in a 
volunteer role. 

 
 

This handbook has been prepared for information and understanding of the policies, 
procedures, and philosophy of Cornerstone Ministry ‘s Children’s Ministry. PLEASE 
READ IT CAREFULLY. Upon completion of your review of the handbook, please sign 
the statement below, and return it to Jennifer Marsalese, the Director of Children’s 
Ministry. 

 
I  , have received and read a copy of the Children’s Ministry 
Handbook which outlines the policies , procedures, vision, and expectation of the Children's 
Ministry. I have familiarized my- self, at least generally, with the contents in this handbook. By 
signing below I acknowledge, understand, accept, and agree to comply with the information 
contained in the Children’s Ministry Handbook provided to me. 

 

I understand this handbook is not intended to cover every situation which may arise during my 
term as a volunteer, but it is simply a general guide to the policies, procedures, vision and 
expectations of the Children's Ministry. 

 
 

Signature  Date    
 

. 
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