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 Dear Quest Children’s Ministries Volunteer,

Thank you so much for your interest in Quest Children’s Ministries. We value you and the ministry you provide to our children. We also value our children and want to provide for them an environment that is safe and nurturing so that they can actively learn about God, who loves them.

We have established this Handbook, including our policies and procedures, to protect not only our children but also, you, our volunteers, and Trinity’s mission. These rules will be strictly enforced. It is there for imperative that you know and observe the rules listed in this handbook.
After carefully reading this material, including the parts specific to the ministry you are interested in serving, please sign and date the acknowledgement page and return it to the care of Children’s Ministries. 

Blessings,

Mariah Dje
Director of Children’s Ministries
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ABOUT THIS HANDBOOK
The purpose of this handbook is to provide policies and procedures for the Children’s Ministry of Trinity Lutheran Church and the volunteers who work in that ministry. Changes may be made from time to time in the policies and procedures contained in this handbook without prior written or oral notice. 
VISION AND VALUES

“And these words that I command you today shall be on your heart.  You shall teach them diligently to your children, and shall talk of them when you sit in your house, and when you walk by the way, and when you lie down, and when you rise.”     Deuteronomy 6:6-7

1. WORSHIP God in awe

Quest Children’s Ministries wants the children to connect with God through various types of worship. 

“God is spirit, and his worshipers must worship in spirit and in truth.” John 4:24

2. UNITE in the body of Christ

Quest Children’s Ministries is determined to connect the children to the whole church as valuable members in the body of Christ.
“I have no greater joy than to hear that my children are walking in the truth.” 3 John 1:4

3. TRAIN in biblical teachings

Quest is always looking for new and innovative ways in teaching the Bible and it’s relevance and application to children. 
“Train up a child in the way he should go; even when he is old he will not depart from it.” 
Proverbs 22:6
4. SERVE others 

In Quest Children’s Ministries, we are always striving to have the kids serve God by helping other people.

“Dear Children, let us not love with words or tongue but with actions and in truth.” 1 John 3: 18


Quest Children’s Ministries also exists to empower and support parents.
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CHILDREN’S MINISTRY PERSONNEL
Trinity Lutheran Church intends to employ various full-time personnel called to minister to its children. Trinity’s office will provide you with current list of Children’s Ministry employees and their basic areas of responsibility.
VOLUNTEER APPLICATION PROCESS
Because we love children and desire to protect them, Trinity requires all volunteers working with children to complete the following volunteer application steps.
1. Application
All children’s ministries volunteers must complete the Volunteer Application, including signing the Consent to Background Checks.
2. Policies and Procedures
Volunteers are required to review the policies contained in this manual and sign the last page indicating that he or she has read and understood the material and agrees to comply with policy requirements.
3. Criminal History Check
Trinity uses, subscribes, and pays for the services of a reputable public data screening firm in order to check the background of all volunteers and employees for possible criminal history and/or registered sex offender information.
Individuals who have been arrested for, charged with, are on deferred adjunction of regular probation for, or have been convicted of sexually oriented or sex related crimes, either misdemeanor of felony, cannot serve in any are of children’s ministries. Trinity utilizes a comprehensive background check and relies upon the truthful answers of applicants and their references for this information. 
4. Interview
All Children’s Ministries volunteers must be willing to submit to an interview by the Director of Children’s Ministries.
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SECTION 2: CHILD ABUSE AND PROTECTION 
POLICY AGAINST CHILD ABUSE 

Trinity Lutheran Church supports and maintains a zero tolerance policy against child abuse and neglect. Child abuse and neglect include physical or mental injury, sexual abuse, negligent treatment, or maltreatment. Sexual abuse is defined as the use, persuasion, or coercion of any child to engage in any sexually explicit conduct (or any simulation of such conduct) for the purpose of producing any visual depiction of such conduct or rape, molestation, prostitution, or incest with children. 

It is against the law and against Trinity Lutheran Church’s policy for any volunteer or employed staff, male or female, to physically, sexually, or mentally abuse or neglect any child. 

Trinity Lutheran Church reserves the right to refuse membership, to dismiss, or to exclude from affiliation with Trinity any volunteer or employee who is or has been convicted of child abuse or neglect of any child. 

Trinity will neither condone nor tolerate: 
· Infliction of bodily injury upon any child or physically or sexually abusive behavior towards a child. 
· Physical neglect of children, including failure to provide adequate safety measures, care, and supervision in relation to church activities. 
· Emotional mistreatment of children, including verbal abuse and/or verbal attacks. 

Trinity staff members have been trained to recognize behaviors intended to “groom” children for sexual abuse. These behaviors will be immediately investigated and reported to the appropriate authorities. 

VOLUNTEER/CHILD PROTECTION 

Trinity intends to ensure the health, safety, and well-being of volunteers and children. As a precaution and to ensure strict accountability from one adult to another, volunteers must follow these rules: 

1. Two Volunteer Policy 

Two volunteers should remain together with children at all times. If a volunteer needs to leave a group of children, a hostess or staff member must be notified so that the two volunteer policy can be upheld. 

2. Restroom Policy 

Volunteers should provide assistance to a child using the restroom only if the child is three years or younger or has special needs requiring extra assistance. 
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Restrooms located between classrooms: One volunteer may provide assistance for a child three years or younger in one of these restrooms, as long as the top half of the split door to the restroom remains open and one or more volunteers are present in the room adjoining the restroom. 

Multi-stall restrooms: Two volunteers are required to take children to these restrooms. One volunteer should check the restroom before the child enters and then hold the door of the restroom open while the child(ren) goes(go) into a stall. The other volunteer remains in the restroom to provide assistance as needed. 

Single-stall restrooms: Two volunteers are required to take children to these restrooms. Only a child four years old or older may use these restrooms. One volunteer should check the restroom before the child enters. Both volunteers should remain outside the restroom to wait for the child. The door to the single-stall restroom must remain slightly open. 

3. Physical contact 

Trinity is committed to protecting children in its care and recognizes that appropriate touch is part of a positive, nurturing environment in a healthy children’s ministry. The following guidelines are to be carefully followed by Trinity’s volunteers.

Using good judgment, the following are appropriate ways to touch kids: 
· an arm around the shoulder 
· walking hand in hand 
· carrying small children piggy-back 
· short congratulatory or greeting hugs 
· a brief, assuring pat on the back or shoulder 
· handshakes, high-fives, and knuckles 


The following are actions a volunteer should NEVER take: 
· never touch a child in anger or disgust 
· never touch a child in any manner that may be construed as sexually suggestive 
· never touch a child between the navel and the knee 
· never touch a child’s private parts (with the exception of diaper or bathroom procedures) 

Physical contact in any form should be above reproach. The personal behavior of staff members and volunteers must foster trust at all times. 

Do not force physical contact, touch, or affection on a reluctant child. A child’s preference not to be touched must be respected.
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4. Verbal interactions

Verbal interactions between volunteers and children should be positive and uplifting. Trinity volunteers should strive to keep verbal interactions encouraging, constructive, and mindful of their mission of aiding parents in the spiritual growth and development of children.

To this end, volunteers should not talk to children in a way that is or could be construed by any reasonable observer as harsh, threatening, intimidating, shaming, derogatory, demeaning, or humiliating. In addition, volunteers are expected to refrain from swearing in the presence of children.

5. Visibility and Security

It is important that all interaction between children and volunteers happens in a location where others can observe what is going on for safety and accountability purposes. At no time should a child and volunteer disappear behind a closed door with no visibility to outsiders.


SECTION 3: VOLUNTEER GUIDELINES 

VOLUNTEER ATTENDANCE 

Trinity takes seriously the obligations to its children and asks volunteers to abide by the following guidelines. 

1. Arrival 

Volunteers must arrive 30 minutes prior to the event at which they are serving or as otherwise instructed by leadership. 

2. Departure 

Volunteers must remain at the children’s ministry event until the last child has been picked up by a parent or until relieved by another volunteer. 

3. Absences 

Volunteers are responsible for their assigned shifts. Should the need arise for a volunteer to be absent it is the volunteers’ responsibility to secure a substitute. The volunteer must (1) seek out an approved substitute (from a list provided by their team leader), (2) contact their team leader to inform them of their upcoming absence, replacement status, and the name of their replacement. 
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In the event of a last-minute illness or emergency, volunteers should call 559-229-8581, ext. 107 and leave a message with their name, time, and location of scheduled service, and reason for absence. 

INTOXICANTS 

Staff members and volunteers are prohibited from the use, possession, or being under the influence of alcohol, tobacco, or any illegal drugs while working with or supervising children at Trinity.

PARENT INVOLVEMENT 

Parents are encouraged to visit any and all services and programs in which their child is involved at Trinity. Parents have an open invitation to observe all programs and activities in which their child is involved. However, parents who desire to participate in or have continuous, ongoing contact with their children’s programs at Trinity will be required to complete the Trinity volunteer application and screening process. 

A parent should be called from the Worship Service by a volunteer or staff member in the event that the child is completely inconsolable (after at least ten minutes of care), is ill or injured, has a severe disciplinary problem, or is a danger to himself/herself or other children.

DISCIPLINE 

Physical discipline, such as spanking, is never permitted. Using physical restraint to prevent a child from doing something disruptive or dangerous is permitted and may, in some instances, be necessary. Affirmation and encouragement is always preferred. 

Follow these rules for discipline: 

1. Consistency

Discipline must be consistent to be effective. Do not threaten a consequence without the intention to follow through.

2. Response

Make a prompt and individualized response to inappropriate behavior. Correct a behavior the first time and every time.

3. Resolution

Seek to both resolve the conflict and reconcile relationships.
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4. Reward

Acknowledge and reward positive behavior. Encourage children who are behaving well and following the rules.

5. Preparation

Prepare everything need for the class, event, lesson, etc. before it begins. Often the best deterrent to discipline problems is to be confident and prepared.

6. Prayer

Pray for your kids and your patience consistently. Ask the Lord to guide you throughout the class or event.

7. Discipline Steps

Children are to be disciplined using time-outs and other non-physical methods of behavior management. In employing this procedure, volunteers should observe the following guidelines:

a) Verbally redirect the child before physically intervening. With younger children some physical redirection may be necessary (for example, removing a toy from the hands of a child that is hitting another). 

b) If the behavior does not cease, remove or direct the child away from the group to a corner of the room where the group is meeting (avoid being alone with the child). 

c) Provide the child with a simple, understandable reason for the time-out, and provide the child with a clear explanation of your expectations. (“Jamie, you didn’t stop hitting Chris when I asked you to, so you need to sit quietly in the blue chair for three minutes.”) In addition, be verbally reassuring, as being removed from the group will likely upset the child. Do not physically hold the child in time-out. 

d) Follow the rule of thumb that a time-out is ineffective if it lasts longer than one minute for every year of the child’s life (3 years old, 3 minutes). 

e) Monitor the child through the entire time-out without giving your undivided attention. For longer time-outs give intermittent praise to reassure the child and keep them on task. (“Jamie, you’re doing a great job of sitting quietly”) 

f) Praise the child once he or she has completed the time-out and tell them that their reward is being able to rejoin the group. Remind them that repeating their initial behavior will result in further time-out. Follow this with praise. 
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If the behavior continues, volunteers should contact a hostess or staff member for assistance. The hostess or staff member will determine what further action should be taken (paging the parent, discussion with parent, etc.)

VOLUNTEER TRAINING 

Ongoing training is an important, effective, and required step in fulfilling your responsibility as a volunteer. 

1. New Volunteer Training 

Each new volunteer shall attend one informational meeting regarding his/her area of ministry. 

2. Ongoing Training 

Volunteers are required to attend any ongoing training sessions as designated by the Coordinator or Director of his/her area of ministry. 

3. Periodic Training 

From time to time, Trinity will provide training sessions to address specific needs and/or topics of interest for volunteers.
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SECTION 4: MINISTRY SPECIFIC INFORMATION


Trinity Kids’ Club Kitchen Assistant

Title: Trinity Kids’ Club Kitchen Assistant

Purpose: 
Serving the children in the Trinity Kids’ Club by assisting the Kitchen Coordinator. Kitchen Assistants work with the Kitchen Coordinator to carry out an effective midweek program to children in grades K-6th. 

Responsible to: Kitchen Coordinator

Description of duties: 
· Prepare and serve food
· Assist in supervising children
· Clean kitchen and appliances
· Pack sack lunches, as needed.



Trinity Kids’ Club Tutor

Title: Trinity Kids’ Club Tutor

Purpose:
Bringing up children in the Christian faith is a vital ministry in the church. Trinity Kids’ Club Tutors work with the TKC Instructional Coordinators to carry out an effective midweek program to children K-6th. 

Responsible to: TKC Instructional Coordinator

Description of duties: 
· Assist the TKC Instructional Coordinators in all program operations as needed
· Supervise recreation and lunch time
· Tutor children in needed subjects
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Quest AM K-2nd Leader

Title: Quest AM K-2nd Leader 

Purpose: 
Bringing up children in the Christian faith is a vital ministry in the church. The K-2nd Quest AM Leader works with the Director of Children’s Ministries, contributing to an effective Quest AM program to children grades K-2nd. 

Responsible to: Director of Children’s Ministries

Description of duties:
· Provide supervision for and participate with assigned group during all activities.
· Assist with group time and teach Bible study curriculum to assigned group weekly.
· Help serve Sunday morning snack.
· Assist with Sunday morning arts, crafts, and free time.




Quest AM 3rd-6thLeader 

Title: Quest AM 3rd-6th Leader 

Purpose: 
Bringing up children in the Christian faith is a vital ministry in the church. The 3rd-6th Quest AM Leader works with the Director of Children’s Ministries, contributing to an effective Quest AM program to children grades 3rd-6th. 

Responsible to: Director of Children’s Ministries

Description of duties:
· Provide supervision for and participate with assigned group during all activities.
· Assist with group time and teach Bible study curriculum to assigned group weekly.
· Help serve Sunday morning snack.
· Assist with Sunday morning arts, crafts, and free time.









3973 N. Cedar Ave. | Fresno, CA 93726 | www.tlcfresno.com
11
Quest Wednesday Nights K-1st Leader

Title: Quest K-1st Leader

Purpose: 
Bringing up children in the Christian faith is a vital ministry in the church. The Quest K-1st Leader works with the Director of Children’s Ministries, contributing to an effective Quest midweek program to children grades K-1st.

Responsible to: Director of Children’s Ministries

Description of duties:
· Provide supervision for and participate with assigned group during all activities.
· Lead group time and teach Bible study curriculum to assigned group weekly.
· Keep and report attendance for assigned group weekly.
· Monitor and keep account of snack bar during assigned group time.





Quest Wednesday Nights 2nd-4th Leader

Title: Quest 2nd-4th Leader

Purpose: 
Bringing up children in the Christian faith is a vital ministry in the church. The Quest 2nd-4th Leader works with the Director of Children’s Ministries, contributing to an effective Quest midweek program to children grades 2nd-4th.

Responsible to: Director of Children’s Ministries

Description of duties:
· Provide supervision for and participate with assigned group during all activities.
· Lead group time and teach Bible study curriculum to assigned group weekly.
· Keep and report attendance for assigned group weekly.
· Monitor and keep account of snack bar during assigned group time.
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Quest Wednesday Nights 5th-6th Leader

Title: Quest 5th-6th Leader

Purpose: 
Bringing up children in the Christian faith is a vital ministry in the church. The Quest 5th-6th Leader works with the Director of Children’s Ministries, contributing to an effective Quest midweek program to children grades 5th-6th.

Responsible to: Director of Children’s Ministries

Description of duties:
· Provide supervision for and participate with assigned group during all activities.
· Lead group time and teach Bible study curriculum to assigned group weekly.
· Keep and report attendance for assigned group weekly.
· Monitor and keep account of snack bar during assigned group time.




Quest Leader’s Assistant

Title: Quest Leader’s Assistant

Purpose: 
Bringing up children in the Christian faith is a vital ministry in the church. The Quest Leader’s Assistant works with the Quest Leaders, contributing to an effective Quest midweek program to children grades K-6th.

Responsible to: Quest K-6th Leaders 

Description of duties:
· Provide supervision for and participate with assigned group during all activities.
· Assist group time and teach Bible study curriculum to assigned group weekly.
· Help serve snack, assist with arts, crafts, and free time.
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SECTION 5: SAFETY & SECURITY 

SECURITY 

Please follow these rules to make sure our children are safe: 

1. Stranger in the hall 

Only parents, children’s ministry volunteers, church staff, and children are allowed in the Children’s Ministry area. All other adults (including any other church members) should be asked for identification and immediately escorted out of the Children’s Area. If there are any questions or concerns associated with a stranger in the area, a staff member or security team member should be notified immediately to question the stranger. 

2. Child custody issue 

Due to the nature of child custody laws, volunteers must act diligently in making sure the correct people are picking up their children. Please be aware that only parents with custody of their child may pick up the child. If there are any questions regarding this procedure, please notify a director for clarification.
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STATEMENT OF ACKNOWLEDGEMENT AND AGREEMENT

I have received and read a copy of Trinity Lutheran Church’s Children’s Ministries Volunteer Handbook and understand the importance of the material in the manual. I agree to abide by these guidelines while serving at Trinity. 

I understand the manual may be modified, and that any guideline may be amended, revised, or eliminated by Trinity. 

I acknowledge and understand that the materials and guidelines contained in this handbook in no way express or imply a contractual employment relationship between me and Trinity. If applying as a volunteer, I acknowledge and agree that I will receive no monetary compensation for hours worked and am covered under my own insurance.

I understand it is my responsibility to review new guidelines which may be created and distributed. 

I acknowledge receipt of the Trinity Lutheran Church’s Children’s Ministries Volunteer Handbook. 


________________________________________			______________
Signature						Date


________________________________________			
Printed Name		



________________________________________			______________
Director of Children’s Ministries			Date
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Trinity Lutheran Church
Quest Children’s Ministries Volunteer Commitment Form

Name: ________________________________	Today’s Date: ___________________
Address: __________________________________________________________________
Birth Date: _________________________	SSN:__________________________ 
Home Phone: ______________________	Cell Phone: ______________________
Please choose from the following roles: (see volunteer handbook for role descriptions)
· Quest K-1st Wednesday Nights Leader 
· Quest 2nd-4th Wednesday Nights Leader
· Quest Leader’s Assistant-Wednesday Nights
· Quest Worship Leader
· Quest AM Assistant- Sunday Mornings
· Trinity Kids’ Club Kitchen Assistant (Monday-Friday, 2:30-5 PM)
· Trinity Kids’ Club Tutor (Monday-Friday, 2:30-5 PM)
I understand that I am committing to the above role(s) for the following term(s):
· Spring (Jan.1-April 30)
· Summer (May 1- August 17)
· Fall (August 18- December 31)
I acknowledge that by signing this form that there will be a criminal history check preformed.

Volunteer Signature: ____________________________________________________
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