Policies and
Procedures for Staff and Volunteers

Ages: 0-2 (Nursery)

Le Mars Bible Church



Nursery Ministry Vision

To provide an environment of safety, love and respect where the child learns about the love of
God and the importance of Scripture; the parent feels respected, loved and feels that their child
is loved and well cared for; and the volunteers feel valued and supported as a part of a ministry
team that is serving our young families.

Nursery Ministry Missions

To create an environment of love and compassion for children to feel safe;

To be welcoming to visitors;

To provide quality service and respect our parents so that they trust the environment in
which they are leaving their children;

To protect children from harm;

To protect LBC, its staff and volunteers from potential litigation

Joining the Volunteer team

Nursery Personnel Guidelines

All volunteers must fill out an application, provide references and consent to a
background check.

All volunteers must agree to abide by the policies and procedures before they can
volunteer in any of the Nursery Ministry areas.

All volunteers must agree to serve under the direction of the Nursery Director and follow
her leadership and instruction while in the nursery.

Background checks are to be completed for every adult working with children to protect
the youth from harm and the church from litigation.

Background checks will be completed every 5 years on each volunteer or staff person.
Background checks will only be seen by the church pastors and secretary and filed for
legal purposes. No one else will see the background checks.

Nursery Staffing Structure

At least one adult must be present in the nursery at all times.

o Camera footage of the nursery will be regularly checked to verify that
leaders/volunteers are acting in accordance with the child protection policies.

Only 2 youth workers may be in each nursery (and they should be listed on the

schedule). Exceptions may be made when extra help is needed.



Nursery Service Guidelines

Only children from birth through 2 years old will be allowed in the nursery. Any child
that is 3 at the last birthday, will be moved to the next age class.

Parents should be kept outside the nursery to prevent accidents with little ones getting
under foot and to keep the nursery sanitary.

No cell phone use is permitted while on duty.

No photos should be taken of the children in the nursery at any time without prior
written approval of the child's parents. Personal cell phones or other electronic devices
should not be used to take or post photos of children in the nursery. If the church needs
to take photos for any reason, parents will be informed and asked to sign a consent
form.

Safety and Security
Creating an environment where parents feel comfortable to leave their children is one of our
highest priorities.

The top half of classroom doors must remain open at all times that children are in the
classroom.

Volunteers are not to toss or throw children in the air when playing with them.
Volunteers are not to lift a baby or toddler up by holding their hands and lifting their
arms in the air as this can cause shoulder dislocation in many children.

Volunteers are not to poke, prod, or tickle children. Many children do not like this and
cannot communicate their dislike to an adult.

Children should not be taken out of the nursery rooms during their time of care, except
in the case of an emergency.

Each week a pager should be given to an usher so that they will be available to assist
with any needs during the service.

Classroom Check-in and Check-out

Each child must be checked in through the LBC check-in system. In the event that a
visitor comes, a volunteer will check-in the child using a visitor pass and will then
instruct the guardian to fill out and submit a nursery registration sheet.

Children should only be released to persons who A) are in possession of the pickup ticket
or B) are listed as a parent/guardian in the database.

Disciplinary Policy

Always maintain a Christ-like attitude when instructing the child and model the love and
respect you are asking the child to show to others. As a nursery volunteer your goal is to
engage the child relationally, which will give you an opportunity to influence the child's
life.

Physical punishment is forbidden for all nursery volunteers, including parents who serve
in a room with their own children. There will be absolutely no spanking or slapping or
physical punishment of any kind. Parents are not allowed to scold or physically punish



their children during their time in the nursery as this is upsetting to other children in the
room.

e Disruptive behavior should always be handled in the room, not in isolation with the
worker and child alone. Never humiliate a child in front of others or in private.

e The only discipline allowed in the nursery is time-out which should be limited to the age
of the child (for example, 2 minutes for a 2-year-old).

e [f a child needs correction, it should be done in a firm, but calm tone and should address
only the behavior (“no hitting”) and never the character of the child (“bad boy”). Also,
tell the child the behavior you want to see when giving correction (“no hitting, please
use your words to say what you want”).

e When it is evident that you have an extreme case which cannot be handled with time-
out, parents should be contacted by the Lead Volunteer.

e Nursery workers are allowed to physically restrain a child if he/she is physically
endangering other children or themselves.

Medications

e The nursery volunteers will not administer any medication except in life-threatening
situations when there is not enough time for a parent to come to the room and
administer it.



Abuse, Reporting Abuse, or Suspicions of Abuse

Abuse Tolerance

Le Mars Bible Church has a zero tolerance for abuse in ministry programs and ministry activities. It is the
responsibility of every staff and volunteer at this church to act in the best interest of children in every
program. In the event that staff or volunteers observe any inappropriate behaviors, (i.e. policy
violations, neglectful supervision, poor role-modeling, etc.) they should report their observations to the
associate pastor, senior pastor, or elder chairperson.

Reporting Suspicious or Inappropriate Behaviors

Le Mars Bible Church is committed to providing a safe, secure environment for Children and their
families. To this end, any report of inappropriate behaviors or suspicions of abuse will be taken seriously
and will be reported, in accordance with this policy and state law, to the associate pastor, senior pastor,
elder chairman, the Police Department, Child Protective Services, or other appropriate agency. An
element of the safe environment referenced above includes the fostering of a culture of reporting
relevant information. Because sexual abusers ‘groom’ Children for abuse, it is possible a staff member or
volunteer may witness behavior intended to ‘groom’ a youth for sexual abuse. Staff members and
volunteers are asked to report ‘grooming’ behavior, any policy violations, or any suspicious behaviors to
the associate pastor, senior pastor, or elder chairman.

Enforcement of Policies

Our staff members and volunteers who supervise other staff or volunteers are charged with the diligent
enforcement of all our policies. Violations of these policies are grounds for immediate dismissal,
disciplinary action, or reassignment from Children’s Ministry positions for both volunteers and staff
members. Final decisions related to policy violations will be the responsibility of the elder board.

Reporting Violation of Policy

In order to maintain a safe environment for youth, our staff members and volunteers must be aware of
their individual responsibility to report any questionable circumstance, observation, act, omission, or
situation that is a violation of these policies. All questions or concerns related to inappropriate,
suspicious, or suspected grooming behavior should be directed to the associate pastor, senior pastor, or
elder chairman.

Consequences of Violation

Any person accused of committing a prohibited act or any act considered by the church to be harmful to
a yeuth child will be immediately suspended from participation in Children’s Ministries. This suspension
will continue during any investigation by law enforcement or Child Protective agencies. Any person
found to have committed a prohibited act should be prohibited from future participation as a staff
member or volunteer in all activities and programming that involves children, youth, or vulnerable
populations at our church. If the person is a staff member or employee, such conduct may also result in
termination of employment from our church. Failure to report a prohibited act to the designated person
is a violation of this policy and grounds for termination of employment of a staff member or employee.



Volunteers who fail to report a prohibited act may be restricted from participation in any activities
involving children, youth, or vulnerable populations at our church.

Reporting Suspicions of Abuse to Law Enforcement Agencies

Staff members and volunteers at our church are required to report suspicions of child abuse, neglect, or
any inappropriate behavior of a colleague or co-worker, to the associate pastor, senior pastor, or elder
chairman. LBC staff and volunteers will act in accordance with the State of lowa guide for mandatory
reporters. This guide may be accessed here:
https://dhs.iowa.gov/sites/default/files/Comm164.pdf?021020191929. If the staff member or
volunteer prefers, the staff member or volunteer may request reporting assistance from the associate
pastor, senior pastor, or elder chairman. If the staff member or volunteer makes a report regarding a
suspicion of abuse or neglect without assistance, the staff member or volunteer will immediately notify
the associate pastor, senior pastor, or elder chairman. In no way, does any provision in this policy
discourage any staff member or volunteer from reporting a suspicion of abuse or neglect to the
appropriate lowa authorities. If appropriate, the associate pastor, senior pastor, or elder chairman will
contact the lowa Department of Human Services child abuse hotline: 1-800-362-2178.



https://dhs.iowa.gov/sites/default/files/Comm164.pdf?021020191929

