Nursery Policies and Procedures
Greetings:

Thank you for your willingness to serve in the nursery!  We are truly blessed to have you be a part of this meaningful ministry.  It is our desire to make sure that we meet the needs of each parent and their children by providing an environment that is loving, caring, and safe.  For new families, their first impression of our church often comes from the nurseries.  A church nursery is also commonly the first place a child will be cared for outside of the home.  Therefore, it is extremely important that we welcome each family with love, care, and helpfulness.  Please take the time to carefully read through these guidelines.  If you have any questions or concerns about the following policies and procedures please do not hesitate to contact one of the nursery committee members.  A committee member will be available each Sunday for supervision.
Mission Statement:

Our mission is to provide a safe and nurturing environment in which Biblical teachings, Christian compassion, and servanthood are demonstrated and taught, so that life-long relationships with Jesus Christ can begin.
Caregivers:

At CCML, our nursery caregivers are church volunteers who know that love and care should be given to each infant and toddler.  Every adult and parent at CCML is encouraged to volunteer.  This commitment involves serving no more than twice every quarter (See Volunteer Schedule below).  It is our belief that both men and women provide a well-rounded atmosphere.  Therefore, it is our policy to have at least two adults, male and female, working together in both the infant and toddler rooms.  For the comfort of some of our visiting parents, we ask that at least one woman be in each room.  We would also ask that each caregiver use the disposable nametags provided in the nursery.  This will help acquaint each new family with those caring for their child.  All volunteers are required to undergo a limited background check to provide reassurance that the children are in good hands (See Background Checks below).
Youth Volunteers:
It is the policy of the CCML Nursery Committee to allow youth to volunteer in the nursery during the worship service provided that the following are met:

· The youth volunteer is in 9th grade or higher

· The youth may only volunteer during the Worship Service or during special events, not during Christian Life Training (CLT)
· The youth are only in the nursery when there is adult supervision and when it is their assigned day to help in the nursery

· A permission form is filled out and signed by the youth and a parent (see Appendix A)
· The youth will be put on the volunteer schedule no more that once every other month unless a less frequent schedule is requested by the parent

· Because the youth are extra helpers, they do not have to find a replacement if they are unable to help on their assigned day in the nursery

Volunteer Schedule:

The nursery schedule will be made every quarter and will be placed in volunteer mailboxes at least one week in advance.  If a volunteer does not have a mailbox, extra copies can be found on the nursery bulletin board located outside the toddler room.  Volunteering to serve in the nursery involves a commitment of no more than two services every quarter.  Volunteers are scheduled in either the infant or toddler sides of the nursery during either the Worship service or Christian Life Training (CLT).  An attempt will be made to accommodate special requests, however, due to the number of volunteers not all requests may be able to be granted for every schedule.  When trying to accommodate scheduling requests, preference will be given to volunteers who are also scheduled to serve in other ministries (i.e. Worship team, Children’s Church, etc.) that may conflict with nursery service.  If a volunteer is unable to work his or her assigned shift, it is his or her responsibility to find a replacement or trade shifts with someone else on the schedule.  In an attempt to help with volunteer attendance, reminder cards will be mailed during the week before a volunteer’s scheduled service date.  If it is determined that there are too many volunteers for the number of children in attendance on a given Sunday, please check with the opposite side of the nursery to see if extra help is needed before returning to the service.
Background Checks:
Per the approval of the Elder Board: The Christian Education Committee is required to perform limited criminal history checks on all current and future nursery through 12th grade workers, excluding VBS workers.  Children workers and youth workers will be notified prior to background checks being completed.  Guest Speakers, under the supervision of a representative from CCML who has had a successful background check, will not be required to have a background check.  The information from the background checks will be maintained in a secure manner on church property.  (See Appendix B)            

Sign In Procedures:
Please stand and welcome each family that comes to the nursery.  As parents enter, direct them to the Attendance Log (See Appendix C).  A new Attendance Log should be used for each service.  Ask the parent to note any special instructions (i.e. feeding times, potty training, etc.) on the Attendance Log.  Make sure that they indicate if it is OK for the nursery staff to change the child’s diaper if needed.  Proceed to assist them with provided name tags to label both the child and their diaper bag, if not already labeled.  If the child is new or visiting, use the blank labels provided.  To avoid mix-ups, please be sure that all bottles, cups, pacifiers, etc. are clearly marked with the child’s name.  If these items are not marked, please encourage the parent to use the extra labels provided in the nursery.  To prevent congestion and confusion while children are being dropped off or picked up, we ask that only parents and their infants or toddlers come into the nursery.  As a safety precaution, we also ask that you give the parent a numbered pager and write down the number next to the child’s name on the Attendance Log.  Explain that we will notify them if they are needed in the nursery by paging them.  Also, the pager is to be returned when picking up their child as an added safety measure to ensure that only the parent or guardian can remove their child from the nursery.    
Sign Out Procedures:  

A parent or guardian may pick up a child by presenting their numbered pager (see Sign In Procedures above).  This is a security measure to prevent non-custodial parents, or anyone else from coming to the nursery and removing a child.  
Advancement from the Infant to the Toddler Nursery:

Parents are given the freedom to choose when it is appropriate for their child to advance from the Infant to the Toddler room, based on the child’s development.  As a general rule, newborns through early walkers would be appropriate for the Infant Nursery, while accomplished walkers should advance to the Toddler Nursery.
Advancement from the Toddler to the Preschool Class:

Children are eligible to advance from the Toddler room to the Preschool classroom based on the following criteria:
- The child has had his/her third birthday.
- The child is potty trained and is no longer in need of diaper changing.  
- Iris Leathers, head of the Children's Ministry Team, is informed at least one week in advance, so that the teachers can prepare for the appropriate number of students.
We understand that each child is unique in his/her personal development.  Therefore, if a parent is not comfortable with this policy and how it affects their child, please communicate that concern to the Nursery Committee and we will be glad to work with you. 

Breastfeeding:

There is a private nursing room located in the infant nursery for the convenience of breastfeeding mothers.
Bottle Feeding:

If a parent requests that volunteers feed their child a bottle, please make sure that they provide proper instructions.  Asking the parent to write these instructions on the Attendance Log will help to prevent any misunderstandings.

Solid Foods and Snacks:

It is not our practice to feed solid foods (i.e. baby food, rice cereal, etc.) to infants or toddlers.  If a child is in need of solids foods during their time in the nursery parents can feel free to come to the nursery at the appropriate time to feed their child.  However, while it is not our policy to provide snacks, you may assist with dry finger foods (i.e. Cheerios, etc.) that the parents provide.  If a child’s parents provide dry finger foods, ask them to leave instructions on the Attendance Log.  Due to choking risks and potential food allergies please do not share snacks amongst other children.
Diaper Changing:

In the event that a child requires a diaper change, you should use the diapers and wipes that are provided in the child’s diaper bag.  However, if the parents’ supply has run low, the nursery has a supply of diapers and wipes on hand.  Proceed by first checking to see if the parents left any special instructions on the Attendance Log.  Then, cover the diaper changing area with the paper provided.  Throw away the used paper immediately after changing the diaper and cover the area again with clean paper.  Soiled diapers should be placed in the small disposable bags provided and tied shut, then placed in the trashcan.  Please wash your hands with soap and water immediately after diaper changes and potty breaks.  Hand sanitizer is not appropriate in these cases, because it does not kill certain bacteria found in the stool.  Sticker labels are also provided to place on the child’s diaper so the parents are informed as to whether their child’s diaper was changed during the service.  
Potty Training:

If a child is being potty trained, please be sure to discuss any special instructions or requests with the parents.  This information should also be written on the Attendance Log.  As with diaper changes, there will be one caregiver assisting with the potty break while the other caregiver will be supervising the remaining children.  To safe guard all parties during potty times, the bathroom door will be left ajar.  Please wash the child’s hands as well as your own immediately after the potty break.

Separation Anxiety:  

It is normal for some children to cry when they are initially separated from their parents.  During this time, do what you can to alleviate the child’s distress.  However, some children are particularly sensitive to new situations and we want to help make every child’s church experience a positive one.  Therefore, if a child continues to be inconsolable, use the paging system to inform the parents so they can come to the nursery to comfort their child.

Illness:

In order to prevent the spread of infection to other children, we ask that children suffering from a fever, diarrhea, or vomiting not be left in the nursery.  If it is obvious that a sick child has been brought to the nursery, please use your discretion when reminding the parents that we do not want to have the other children exposed to the illness.   In addition, if you are sick for your assigned shift please find someone else to fill in for you.

Injuries

Please tell the parents if their child receives any injury.  There are first aid kits available in the nurseries for more serious injuries.  Anything that is potentially serious requires the parents’ attention immediately.
Emergency Procedures:

If for any reason the church building needs to be evacuated during a service, please make sure that you are aware how many children are under your care.  If it is reasonably safe to do so, activate the paging system and shelter the children in the room until the parents arrive to pick up their children.  If immediate evacuation is warranted, take the infants and toddlers outside the building and take a count to make sure all infants and toddlers are with you.  When leaving the room, shut both the top and bottom of the door to signal that the room is empty.  Once the parents have proceeded outside you may release the children into the care of their parents. 

Room Maintenance and Cleanliness:

It is our desire to keep the nurseries as clean as possible.  While the nursery rooms are cleaned weekly, there are certain steps that need to be taken every Sunday before leaving.   First, anytime a child puts a toy in his or her mouth and then moves onto something else, place the dirty toy in the sink so other children do not pick up the toy and place it in their mouth.  After the worship service and CLT, please clean any dirty toys that have been placed in the sink by rinsing them in hot water, spraying them with the provided Clorox Anywhere solution, and placing them on a paper towel to dry.  Please do not use any other disinfectant sprays on toys that can be placed in a child’s mouth.  Disinfectant wipes or spray can be use on the larger toys, swings, slides, etc.  If any toys are broken or in need of repair, please set them aside, fill out the Maintenance Request log located on the inside of the upper cabinet door in each nursery (See Appendix D), and inform one of the nursery committee members.  Also, please take out the trash in the diaper wastebaskets after CLT.  Lastly, the nursery doors will be locked between services to prevent toys from becoming misplaced or damaged.  This will also assist in keeping the toys clean between services.  A nursery committee member will insure that the above is done each Sunday.
Supplies:

The nursery committee will keep a supply of the following items in each nursery:  diapers, wipes, individual diaper trash bags, gloves, changing table paper, facial tissue, diaper labels, volunteer name tags, disinfectant, and sign in/ sign out materials.  If any of these items are out of stock, please write it down on the Supply Request list located on the inside of the upper cabinet door in each nursery room (See Appendix D) and inform one of the nursery committee members.  Extra supplies are located in the nursery cabinets.  Please note that supplies marked “BCI” are those purchased and used by the Burmese congregation and are not for CCML use.
Questions and Comments:

Thank you for taking the time to review the nursery guidelines presented in these Policies and Procedures.  Feel free to let us know of any suggestions you may have on how we can better serve and minister to our church families.  If you have any questions regarding the Policies and Procedures or if you would like more information about serving in the nursery as a caregiver, please feel free to contact any of the nursery committee members.
Contact Information:

Erin Arkins: 422-5279, erinruth@sbcglobal.net
Amy Dean: 859-9679, amydean1@comcast.net
Patsy Swisher: 786-5569, danpatswish@comcast.net 
Revised June 30, 2010 
Appendix A:
Community Church at Murphy’s Landing

YOUTH NURSERY VOLUNTEER PERMISSION FORM
It is the policy of the CCML Nursery Committee to allow youth to volunteer in the nursery during the worship service provided that the following are met:

· The youth volunteer is in 9th grade or higher

· The youth may only volunteer during the Worship Service or during special events, not during CLT

· The youth are only in the nursery when there is adult supervision and when it is their assigned day to help in the nursery

· The following permission form is filled out and signed by the youth and a parent

· The youth will be put on the volunteer schedule no more that once every other month unless a less frequent schedule is requested by the parent
· Because the youth are extra helpers, they do not have to find a replacement if they are unable to help on their assigned day in the nursery

______________________________________               ________________________
                Youth Volunteer’s Name                                     Current Grade in School
______________________________________               ________________________

                       Parents’ Name(s)                                                  Phone Number

______________________________________________________________________

                                                         Mailing Address (for volunteer reminders)

I desire for my child to be on the nursery volunteer schedule no more than once every ________________ months/weeks.  

(If left blank the youth will be scheduled no more than once every two months)
I have read the above CCML Nursery policy and desire to be a youth volunteer.  I understand that if I choose to act in an unbecoming manner I may not be allowed to continue serving in the nursery.
_____________________________

__________________________


Youth’s Signature





Date

I have read the above CCML Nursery policy and give permission for my child to volunteer in the nursery.  I understand that if at anytime I feel that it is no longer appropriate for my child to serve in the nursery I can have my child removed from the nursery schedule by informing the Nursery Committee.

_____________________________

__________________________

          Parents’ Signature(s)




Date

Appendix B:
Community Church at Murphy’s Landing

CRIMINAL BACKGROUND CHECK

AUTHORIZATION AND CONSENT FORM

Last Name, Middle, First Name


Other Last Names Used

Present Address Including City, State and Zip

Previous Address If Present Address is Less Than 3 Years Old



_________
                     ___________________________________________

    Date of Birth

                         Drivers’ License Number and State Issued

I have been informed that a criminal background check is required for working with the youth or in the nursery at Community Church at Murphy’s Landing.  I have been given the opportunity to declare any criminal arrests or convictions pending or already closed.  I authorize the release of information to Community Church at Murphy’s Landing.

_____________________________

__________________________

Signature





Date

Appendix C: 
Nursery Attendance Log

_______________






Date
	Pager #
	Child’s Name
	Parent/Guardian’s Name(s)
	OK to Change Diaper?
	Special Instructions 
(potty training, bottle, etc.)
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Appendix D:

Nursery Supply and Maintenance Requests
If during your time in the nursery you find certain supplies to be out of stock or items in need of maintenance or repair, please list them below and inform one of the nursery committee members.

	Date
	Supply/Maintenance Needed

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


