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Welcome to the world of Children’s Ministry here at Northwood Church. We 
take the responsibility of ministering to children very seriously and are 
encouraged by your choice to take part in this commitment. 

We know that children are the church of tomorrow, but they are also the 
church of today. C4 (Connect 4) Ministries is all about helping children develop 
connections that will help set the basis for their Christian walk and enhance their 
relationship with God and others. 

We have created this manual to communicate the vision, policies, and 
procedures of C4. Please read the entire manual and keep it for reference as 
we work together. This manual is a work in progress. Policies may be added or 
changed as our church and children’s ministry continue to grow. Please bring 
this manual with you to all of our monthly meetings. 

Thank you for joining our C4 team and for your devotion in seeing these children 
grow in their relationship with Jesus Christ. Without you, we could not fully 
provide the children of Northwood Church with Godly examples and a Christian  
environment. If I, or any of our staff, can help you in any way, please feel free to 
contact us directly. You are truly making a difference in the lives of our children.

Wyman Wellman
Children’s Pastor

A Letter from the Chi ldren’s Pastor
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The primary vision of C4 ministries is to assist each of our 
children in developing connections in 4 areas:
 1. Connecting with God
 2. Connecting with family 
 3. Connecting with others 
 4. Connecting with their purpose

Through the application of C4, we desire our children to 
learn 4 main objectives:
 1. To love and trust God no matter what
 2. To make good decisions
 3. To treat others with love
 4. To apply the Bible in everyday life 

We plan to execute this way of learning by:
 1. Creating an environment where children feel 
  loved and accepted
 2. Partnering with their parents
 3. Providing Biblical teachings that are creative 
  and memorable
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Phi losophy of Ministry

Train up a child 
in the way he 
should go: 

and when he is old, 
he will not depart 

from it.
Proverbs 22:6

The most frequent question asked by a new volunteer joining a service for the 
first time is, “What do you need me to do?” The answer is almost always “Love 
on the children.” Loving children and meeting their needs are two primary 
reasons we have C4. We always strive to make children feel welcomed and 
important. Be friendly, and talk to the children before and after class. Let them 
know you care about them by asking about their interests, sports, hobbies, etc.

Note: Children may reveal to you needs, potential problems, and prayer 
requests. Be sure to communicate this important information to the Children’s 
Pastor.

Getting S tarted
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Adul t Volunteer Requirements

Teen Volunteer Requirements

All potential adult volunteers must meet and fulfill the following policies. These 
policies apply to all volunteers, no matter their length of time attending 
Northwood.

 Regularly attend church services
 
 Complete and submit a Children’s Ministry volunteer application. 
 All applications must be approved by the Children’s Pastor prior to serving. 

 Complete and submit a background check. 
 Background checks are kept confidential.

 Agree to follow the “10 Standards of Excellence” (See pages 4 & 5)

All potential teen volunteers must meet and fulfill the following policies. These 
policies apply to all teen volunteers, no matter their length of time attending 
Northwood.

 Regularly attend youth services
  
 Complete and submit a Children’s Ministry volunteer application. 
 This application must be approved by the Youth Pastor prior to  submitting 
 to the Children’s Pastor.

 Attend department meetings/training and abide by all of the Children’s 
 Ministry policies and procedures. 
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10 S tandards of Excel lence

A children’s worker should be...

1. A CHRISTIAN
Our ultimate goal in the Children’s Ministry is to lead children to Christ, and then help them 
grow in their Christian life. Therefore, our volunteers should have a personal relationship with 
Christ. If you are unsure about where you stand in your relationship with Jesus, please do not 
hesitate to talk to one Northwood’s pastors. We would be delighted to open God’s Word and 
share with you how you can be confident that you are saved and a child of God!
 John 3:16 For God so loved the world, that He gave His one and only Son, that 
! whoever believes in Him will not perish, but have everlasting life.

2. REGULAR in church attendance and involvement. 
This applies not only Children’s Ministry functions, but also the regular worship services and other 
church events. 
 Hebrew 10:25 Let us not give up meeting together, as some are in the habit of doing, 
! but let us encourage one another - and all the more as you see the Day approaching. 

3. ENCOURAGING IN SPEECH
Our words should be encouraging, uplifting, and positive. There should be no insults, cut-downs, 
gossip, slander or any talk that could hurt others, especially in the presence of children. Humor 
should reflect a walk with God. 
 Colossians 4:6 Let your conversation be always full of grace, seasoned with salt, so 
! that you may know how to answer everyone. 
 Ephesians 5:4 Nor should there be obscenity, foolish talk or coarse joking, which are 
! out of place, but rather thanksgiving. 

4. AN EXAMPLE IN CHRISTIAN CHARACTER
In order to be a Christ-like example and a positive influence on the children we minister to, we 
should refrain from activities that do not glorify or honor God. In “gray areas” we should be 
sensitive to the convictions of others in both our actions and our conversation. In your personal 
life you should be committed to Bible study, prayer, and Christ-like living. 
 Titus 2:6-7 Similarly, encourage the young men to be self-controlled. In everything set 
! them an example by doing what is good. In your teaching show integrity, seriousness. 

5. RESPONSIBLE IN LEADERSHIP
      1. Attend meetings/training whenever scheduled, or communicate ahead of time if unable 
 to attend. 
      2. Following all of the church policies and procedures
      3. Do not plan any events or outings involving the children without the knowledge of the 
 Children’s Pastor.
 1 Peter 2:17 Show proper respect to everyone: Love the brotherhood of believers.



6. FAITHFUL IN COMMITMENTS MADE 
If you said you would do something, or be somewhere, please follow through on it. If 
something happens where you cannot, then communicate so that those affected can take 
necessary action. 
 Proverbs 28:20 A faithful person will be richly blessed. 

7. PURE IN RELATIONSHIPS
No teacher or volunteer is EVER to be alone with one child, especially in a restroom or outside 
of a program.  ALWAYS have a woman assist children on restroom breaks. This is for your own 
protection as well as the church's, and especially for the children.  Men should never be alone 
with one girl in a room.  When with girls, men should always leave the door open and sit in view 
of the doorway.  This is not an issue of trust as much as it is common sense and respect for our 
young women.  We are to not only avoid sin, but even the appearance of sin. We want to 
protect ourselves from even the perception of anything inappropriate.
 I Timothy 5:1 Treat younger men as brothers, older women as mothers, and younger 
! women as sisters, with absolute purity. 
 Ephesians 5:3 But among you there must not be even a hint of sexual immorality or 
! of any kind of impurity… because these are improper for God's holy people.
This includes being MODEST IN DRESS.  Without “defining” exactly what to wear, just be sure 
that your clothing is not drawing improper attention.

8. RESPECTFUL OF AUTHORITY
This includes words, actions, and attitudes.
 Hebrews 13:17 Obey your leaders and submit to their authority. They keep watch over 
! you as men who must give an account. Obey them so that their work will be a joy, 
! not a burden, for that would be of no advantage to you.
 1 Thessalonians 5:12 Now we ask you, brothers, to respect those who work hard 
! among you, who are over you in the Lord and who admonish you.

9. IN PARTNERSHIP WITH PARENTS
The spiritual upbringing of children belongs first to the parents.  The church’s role is to 
supplement the training in the home.  Always seek to work with the parents of the children 
whom you minister to.  Seek their input, listen to their concerns.  Never side with a child against 
a parent, or contradict a parent in front of a child.  You are on the parent’s team!  If you have 
a concern about a parent, or a home situation, talk to the Children’s Pastor immediately.
 Proverbs 22:6 Train up a child in the way he should go, and when he is old he will not 
! turn from it.

10. TEACHABLE IN SPIRIT
This may be the most important trait of any volunteer who is seeking to serve the Lord!  We all 
have weaknesses and need to grow. We must be willing to listen to constructive criticism and 
prayerfully consider the input of others.  We do not need to always agree, but if we fail to listen 
we hurt only ourselves and rob ourselves of another chance to grow.
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10 S tandards of Excel lence



Classroom Rules
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Always keep a controlled environment in the classroom; this includes before 
and after class. Remember, it is every volunteer’s responsibility to enforce the 
classroom rules. The classroom rules for C4 ministries are broken into 2 groups:  
behavioral (aka G.O.D.L.Y.) and safety rules. 

BEHAVIORAL RULES

 Give respect. This includes respecting both the teachers and other 
 children with their words and actions. The use of electronics is not 
 allowed during class.

 Only use righteous words. We do not allow profanity, name calling, or put 
 downs.

 Don’t be a space invader. Simply put, the children should keep their  
 hands to themselves. 
 

 Love your neighbor. Do not be distracting to others around you. 

 You must have fun! The children know this as Pastor Wyman’s favorite rule!

SAFETY RULES
 No running

 No throwing things

 No fighting or rough play

 All 4 legs of your chair must stay on the floor at all times

 No children leave the room until they are checked out



Deal ing with Discip l ine Problems

Maintaining discipline in a classroom, while being an example of Christ’s love, 
can often be difficult. Some teachers believe children should be dealt with 
lightly and sweet. While others believe that children should be ruled with an iron 
fist. The truth is that effective classroom discipline requires a balance of the two.

The first most important principle to establish when maintaining order and 
discipline in any class is understanding the foundation of love. It is stated in 
Hebrews 12 that God disciplines us because of His love for us. Teachers should 
always have a sincere desire to see children grow emotionally and spiritually 
through their discipline. Here are some possible tips to use in building a 
foundation of love in your class.

• Greet each child warmly as they arrive - be sincerely glad they have 
come, and show it in your words and actions. 

• Act the same towards children in or out of class. If you see one of your 
students in the hall or at the store, speak to them with caring words as if 
they were in your classroom.

• Don’t fellowship with other volunteers during class. Take a real interest in 
the children’s needs and minister to them. Children will reciprocate what is 
displayed in front of them.  

It takes wisdom and patience to effectively discipline children. Please take the 
time to get to know each child individually in order to discover the most 
effective method in dealing with their specific discipline problems. When 
categorizing, most children tend to fit into one of three major categories. (See 
pg. 8-9) However, because every child is different, the following categories may 
not always apply and/or each child may respond differently to the discipline.

No matter which type of child you may be dealing with, it’s important to 
remember that you need the peace of God to rule your heart (Phil. 4:7) and the 
leading of the Holy Spirit to help you keep order in your class. 

It states in Eph. 2:14, that Jesus is our peace. When faced with troublesome 
situations, you should trust Him to give you the wisdom you need to maintain 
order and always demonstrate love in your class.
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Type 1- Sensi tive Chi ldren

Sensitive Children are usually tenderhearted and will not misbehave often. 
However, when the child misbehaves, it is usually for talking too much or not 
paying attention, rarely for anything most would consider as “really bad.”

 Discipline Method: Usually a stern look from the teacher or a quiet 
 reprimand is enough to correct sensitive children. Often times these 
 children are already aware of their misbehavior and need a simple 
 confirmation that their actions are unacceptable. In some cases, the 
 teacher may have to move them to a different chair, but often times, the 
 conviction of their own conscience is enough. Using an iron fist will only 
 make these children afraid or cry.

Visitors in your class should be treated as if they are in this category. If you are 
harsh with a visitor who is a sensitive child, it is not likely that they will ever return. 
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Type 2- The Manipulator

The Manipulator often whines and cries to get sympathy, when they often need 
correction. If they misbehave, they may run up and hug you when you try to 
discipline them or may beg you not to tell their parents. In many cases, the 
manipulator is a chronic complainer. If you have a child who comes to you with 
a stomach ache every Sunday, you are likely dealing with a manipulator. 

 Discipline Method: Usually the child wants special attention or for you to 
 let them leave. The manipulator may blame his faults on other children or 
 on you. You must make him understand that he alone is responsible for his 
 actions.  Don’t allow yourself to be used in a child’s manipulation.
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Type 3- Tough Guys

Tough Guys (or Girls) are not always tough physically, but their hearts are tough. 
They are often referred to as strong-willed. 

 Discipline Method: For this group, a firm hand early in the class is required. 
 One warning for disobedience and the second time, they get moved. 
 Give these children a front row seat, so that you are able to get to them in 
 a hurry. If allowed to sit in the back of the class, their behavior may get 
 worse and it could take one worker (something you can’t spare) to 
 control them. If the child is unmanageable, move him from the room until 
 he is calm. 

If you know a child is a hitter, break up any disputes before 
they get violent. If you know a child has a problem with 
stealing, have someone watch the child and make sure 
children around have their personal items put out of site. 

If a child gets out of line and more serious correction 
than you can give is necessary, send for the parents to 
come and discipline the child. Never administer physical 
discipline to your students. Doing so could mean a 
potential lawsuit for you and the church. 

Once the parent administers discipline, try to make sure 
the parent brings the child back to class after quieting. The 
disobedient children need to hear God’s word just as much as anyone else. We 
want to avoid banishing a child from class, unless he is physically dangerous to 
other children. Even then, the child is taken out of class for only a short season, 
giving them a second opportunity to change. 

QUICK TIP:
Try and stop 

the child’s misbehavior 
before it happens. 
Point out potential 

wrongdoers to your helpers 
before class, 

so that no one is caught 
off guard. 
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3 S trike Pol icy

When a child is being disruptive we use a 3 strike policy. 

STRIKE ONE – Give the child a verbal reprimand. Do not raise your voice, but 
speak clearly and directly. Explain to the child exactly what the unacceptable 
behavior is.

STRIKE TWO – Have the child switch seats. This may mean moving to the front 
row, moving to sit next to a volunteer or moving away from another child that 
they are having an issue with. 

STRIKE THREE – Send a volunteer to have an usher page the child’s parent. 
Encourage the parent to allow the child to return to class immediately after 
they have dealt with the issue. 

The three strike policy is a guideline. As you get to know your children, you will 
learn how to more effectively deal with each one of them.
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Restroom Pol icy

We want to encourage parents to take their children to the restroom before 
class begins. We only allow restroom breaks during class if it is an emergency.

In an emergency, take another child or volunteer with you when you take a 
child to the restroom. This is called the “Rule of Three.” Never go to the restroom, 
or anywhere, alone with a child. Also, do not allow any other children to watch 
while a child is using the restroom. 

No men are allowed to help with restroom breaks at any time. No exceptions!

We want to provide a healthy and safe environment for our children. To prevent 
the spread of illness, parent cooperation in the following guidelines is necessary.

FEVER: The child has been fever free, without Tylenol or other fever reducing 
medicines for at least 24 hours.

PINKEYE: The child has been on antibiotics for 24 hours or the doctor has 
determined the child is no longer contagious. There is a lack of mattering or 
drainage from the eye and the child is able to keep from touching their eye.

DIARRHEA: The child has not had an episode in at least 24 hours

STREP THROAT: The child must be on antibiotics for at least 24 hours, or test results 
returned with a negative result.

RASH: Do not bring a child to class who has a rash, unless a doctor has 
determined it to be non-contagious. 

CHICKEN POX: Do not bring the child until all spots are scabbed over.

LICE: Do not return until 24 hours after treatment and child is lice and nit free. 

Wel l Chi ld Pol icy



Pre-Serv ice Checkl ist

Post-Serv ice Checkl ist
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Classroom is clean and free of safety hazards
Projector is on. It takes time to warm up.

Know who is assigned to each role.
        Greeter
        Worship leader
        Tech
        Bible storyteller 
        Game leader
        Small group leaders
A greeter is in place to greet children and parents and also making sure no 
children slip out.
 Tech has all videos, powerpoints, etc. 
You have all supplies for object lessons, small groups, games, crafts, etc. 

Fun music or videos are on as children arrive, or you have some other fun pre-
service activity. 
Seating is arranged the way you want for today.
Remember, your never fully dressed without a smile!

Classroom is clean and free of safety hazards. 
If you are the last service of the day, projector, computer and sound system 
are off.

All CDs and DVDs are put away in the cabinet and in their cases.
All supplies are put away. 
For early service, if you are finished with small groups and prayer, have fun 
music or an activity during the transition between services.
Hand off classroom to the next teacher, or turn out the lights if you are the last 
service for the day.


