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Train up a child in the way he should go,
and when he is old he will not depart from it.

Proverbs 22:6

PARENT INFORMATION

Preschool and Children Hours and Ages

Preschool and children rooms will open 15 minutes before Sunday School classes, worship services and other teaching sessions.

Preschool and children rooms are available for children ranging from newborn through 12 years of age.  Promotions will follow school age guidelines.
Rooms


Bed Babies
Preschool 1

Preschool 2
Preschool 3

Pre-K & Kindergarten
1st & 2nd Grade

3rd & 4th Grade

5th & 6th Grade
Sunday and Wednesday evenings grouping of children will be based on needs.

Sickness Policy

First Baptist Church intends to provide an environment where children are healthy and free of infectious illnesses.  It is First Baptist Church’s policy that children who are ill should not be brought to the classrooms.  Parents are asked to exercise considerate judgment before subjecting their child’s symptoms to other children.  
1.
No medications will be given by staff or volunteers.


2.
Please keep your child home when you observe any of the following:
· Fever of 100 degrees or above in the past 24 hours

· Vomiting within the past 24 hours

· Green or yellow runny nose

· Discharge in or around the eyes

· Excessive coughing

· Diarrhea within the past 24 hours

· Questionable rash

· Any communicable disease

3.
Parents will be contacted immediately if their children become ill while in the classrooms.
Snacks and Foods
· First Baptist Church will provide a light snack and cup of water to the children in the preschool rooms during the worship service (Extended Teaching Care).  Please alert teachers of allergies.

· Foods may be prepared as part of a teaching session.  If your child has any food allergies or cannot eat the provided snack, please inform the teachers.
· Teachers will post a sign outside the classroom door listing foods and snacks that will be served during a session.
Parents and/or Guardian Responsibilities

Arrival and Pick Up Procedures
Every parent, grandparent or guardian who leaves a child in the preschool rooms has the following responsibilities:
· Parent, grandparent or guardian ONLY may drop off and pick up their children.

· Please remain outside the room.  Due to security procedures, only teachers, staff and volunteers are allowed into the classrooms.  Teachers, staff and volunteers will be in the classroom ready to greet your child and will guide him/her in and out of the room at the end of service.
· Only children assigned to the classroom may enter.  Due to liability issues, all other children must remain outside the room.
· Guest will receive a claim ticket for each child - Present your ticket to teachers when you pick up your child.  
· All preschoolers are assigned a two-digit visual pager number which will be written on your claim ticket.  If you are needed in the preschool rooms your child’s visual pager number will be displayed in red on screens located in the front of the sanctuary.
· New members are to complete an Enrollment Form on their child for use by the teachers. 
· Share any special instructions with the teachers by clearly communicating any food allergies, medical conditions or personal preferences.

· Parents sign your child in listing your location during the teaching session(s). 
· Clearly mark all your items from home, including bottles, cups, diaper bags and blankets.  Please leave all personal toys at home, unless a security item such as a favorite blanket is needed by your child.
Babies through Kindergarten Teachers
First Baptist Church will provide pre-screened adults who are committed and loving congregation members who volunteer as caregivers on a rotating basis in the Babies through Kindergarten classrooms during church activities.
All employed staff (teachers) in the Babies through Pre-Ks meet the following qualifications:
· Current basic first aid and CPR training

· Passed criminal screening and child abuse background checks (includes volunteers)
· Primary caregivers are 21 years of age or older
STAFF/VOLUNTEER INFORMATION

Orientation for Babies through Kindergarten
Staff and Volunteers

Employed Teachers Responsibilities

· Be available 15 minutes prior to and after sessions.

· Prepare and use teaching activities according to the literature provided by the church.

· Arrive at least 15 minutes prior to the arrival of the first child, prepare the room and be prepared to greet the first child as he/she arrives.
· Ensure parent, grandparent or guardian is greeted warmly and welcomed to the First Baptist Church preschool rooms.

· Provide a safe and loving environment for every child.
· Ensure that each child is checked into and out of the Babies through Kindergarten.

· Assign each parent, grandparent or guardian a visual pager number and claim ticket for their child.  Obtain information and special needs for each child as you give the claim ticket to the parent.
· Oversee the teaching and care given to the children in the preschool rooms.

· Enforce Babies through Kindergarten procedures and policies.

· Complete an incident report if a child is hurt while in a preschool room.  Give the Children’s Minister a copy of the report for the permanent file.
· Disinfect toys, teaching materials, equipment and furniture after the last child is picked up by his/her parents. 

· Leave the room clean and prepared for the next session.
Volunteer Responsibilities

· Follow Babies through Kindergarten Procedures and Policies.  All volunteers are required to complete an orientation and training prior to teaching in a preschool room.
· Provide a safe and loving environment for every child.
· Be available 15 minutes prior to and after service times to provide childcare.
· Prepare and use teaching activities according to the literature provided by the church.
· Oversee the teaching and care given to the children in the preschool rooms.
In the event the volunteer is not available to teach at his/her scheduled time, that person is responsible to notify the Children’s Ministry Rotation Coordinator.
Babies through Kindergarten Procedures

Visitor Check In/Out Procedures
· During child’s visit to the preschool rooms, have parents or guardian complete an information sheet and claim ticket for the child.

· Assign a two-digit visual pager number (written in permanent ink on each half of the claim ticket).  Have the parent or guardian fill out information on the child’s portion unless already completed at check-in.  Visual pager numbers are color coded according to Babies through Kindergarten.  
· Present parents with their portion of the claim ticket.
· Place child’s portion of claim ticket/information on the back of his/her clothing.
· Check the child’s personal items (including bottles, cups, diaper bags and blankets) to ensure they are clearly marked with their name in permanent marker or make a masking tape label for the item.

· Preschoolers are to be picked up by an adult (at least 18 years of age) with the claim ticket.  A child is not to be released to anyone without a claim ticket and under the age of 18. 
Member Check In/Out Procedures

· Have current Enrollment Form on file.
· Assign a permanent visual pager number.
· Attach permanent diaper bag child information tag.
· Check that child’s personal items (including bottles, cups, diaper bags and blankets) are clearly marked with their name in permanent marker or make a masking tape name label for each item.

· Preschoolers must be picked up by an adult (at least 18 years of age) with the claim ticket.  A child is not to be released to anyone without a claim ticket and under the age of 18.
Hand-washing Procedures
All teachers who care for preschoolers must wash their hands after each diaper change, after wiping a nose, before serving any food and before handling babies.  
When washing hands:
· Use soap and water (warm where available).
· Rub hands vigorously for 20 seconds (Sing “Happy Birthday” to yourself).
· Wash all surfaces, including backs of hands, wrists, between fingers and under fingernails, in order to remove as many germs as possible.

· Rinse soap from hands.

· Dry hands with a disposable paper towel.

· Turn water faucet off with a disposable towel (instead of using hands) then dispose of towel in trash.

· Sanitize hands with alcohol base hand cleaner such as Purell® Instant Hand Sanitizer.  Wet hands thoroughly with cleaner and rub briskly until dry.  This will kill any germs left after hand washing.

Toileting Procedures

· Assist young preschoolers with toileting if needed.

· Disinfect toilet area.
· Wash your hands using hand-washing procedures before and after assisting a child.

· Instruct or assist older preschoolers in proper hand washing after they use the toilet.

Diapering Procedures

Check diapers at 30 minute intervals
· Prepare all diapering supplies (disposable gloves, disposable changing pads, diaper and wipes).  Use supplies provided by parent.  Do not use ointments or other products unless provided by parent. 
· PUT ON GLOVES.
· Place child on disinfected changing table covered by a disposable pad.
· Place clean diaper underneath changing pad.
· Unfasten tabs of diaper, folding them back on themselves so they will not stick to the child.

· Fold soiled/wet diaper in half as you wipe soiled area from front to back of child’s diapering area.
· Clean child’s diaper area with moistened wipes, and place wipes with soiled/wet diaper, and refasten tabs around contents.  Conceal the diaper inside the disposable gloves by holding the diaper in one hand and pulling the glove down over the diaper.  Transfer the diaper to the gloved hand and pull the second glove down over the diaper concealing the diaper inside the gloves.  Pull changing pad from clean diaper and wrap soiled diaper in the changing pad.
· Fasten new diaper snugly but not so tight that it pinches the skin.
· Disinfect changing table area with Clorox® Anywhere Hard Surface™ spray or prepared bleach water solution.
· Re-wipe changing table area with clean wet towel if bleach water solution is used to remove any residue and allow area to air dry.
· Follow hand washing procedures.

Toy and Surface Cleaning
All toys are cleaned after each session with diluted bleach solution, then rinsed and left to air dry.  If Clorox® Anywhere spray is used, rinsing is not necessary. 
Diluted bleach solution for toys:
· Use equivalent of ¼ cup bleach to 1 gallon of water.
· Rinse and air dry.
· Clorox® Anywhere spray may be used and does not have to be rinsed.
Tables are to be disinfected with bleach solution after projects and before and after snack time.

Floors are swept after each use of room after the last child is picked up by his/her parent.
Emergency Procedures
· Emergency evacuation crib is designated in Bed Babies and Preschool 1 rooms.
· Teachers will follow the procedures below for each emergency:
Fire - Follow the exit procedures posted in the classroom.

Fire Arms - Remain in the room, doors closed, turn out lights and get the children out of sight (in a corner or in a bathroom) making sure they are not visible from windows and doors.
Discipline / Guidance Procedures

The purpose of the discipline procedures is to partner with parents to develop self-disciplined children within a nurturing and secure environment as children become fully devoted followers of Christ.  Teachers should remember to be prepared and arrive early with activities for children as they arrive to ensure a positive experience.

Teachers must avoid:

1. Avoid leaving a child or children unattended, (e.g., isolation, removed to hallway or a different room).
2. Avoid engaging in physical punishment with a child, (e.g., spanking, hitting, pinching, biting).
3. Avoid using verbal abuse, (e.g., embarrassment, belittling, shouting, threatening, shaming).
Teachers should:

1. Redirect the attention of the child to stop the focus of the wrong choice being made, (i.e., introduce something different to distract the child).
2. Give the child one warning; hold both hands, make eye contact on the child’s level and explain why the child’s choice is wrong.  Allow the child to continue participating with a reminder to make right choices.  Affirm right actions that follow.

3. Confront the child on his/her second offense WITHOUT DELAY.  The teacher should again hold the child’s hands, make eye contact on the child’s level and explain the consequence of his/her wrong choice.  The child loses his/her privilege to that particular activity and must choose something different.

Important notes:

1. Teachers should view themselves as trainers and not punishers.  Speaking low and confident with love (not anger) and the desire for learning to take place.

2. Every class has at least two teachers and the adult lead teacher should always take responsibility for discipline issues and ensuring the safety of the classroom.

3. If the child cries or throws a tantrum, the teacher can remind the child of his/her choice.  Allow space and time for the child to cry but DO NOT coddle.  Ignore unwanted behavior and often it will stop.  The child will probably re-engage in the planned activities.  After sufficient time has passed, invite the child to join the others.  This shows love, forgiveness and acceptance by his/her teacher.

4. If behavior escalates beyond the control of the teachers or if other children are at risk, a parent is to be notified immediately.  The child should be removed from the classroom for the remainder of the session and returned to the care of his/her parents.  The teacher will complete an incident report and give it to the Children’s Minister.  On the same day, the Children’s Minister will follow-up with the parent(s) to explain the situation and partner with them by discussing ways for guiding the child during class.
PAGE  
- 1 -

