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Personal Safety Procedures 
1)  Classroom ratios 

A)  We recommend that there be a minimum of two approved volunteers in any room with children, 
except in the event of an emergency situation.  This standard not only helps to provide a safe 
and loving environment, it also gives volunteers more encouragement, creativity and flexibil-
ity.  In addition, this arrangement allows a gift-mix in each classroom that will make for a 
richer teaching environment. 

B)  When, in an emergency, only one adult teacher is in a room alone with children, the door of that 
room will remain slightly open or be a window door that will allow the Ministry Administrator 
or pastors to look in occasionally without interrupting the teaching process. 

2)  Worker Behavior 
A)  Workers should always conduct themselves in a godly manner, setting an example of obedience, 

respect, and honesty to young believers.  Behavior that the pastoral staff, Discipleship Min-
istry Team, or Elders would see as inappropriate will immediately be investigated by a com-
mittee established by the board of elders. 

B)  Physical touch is an important element in the communication of love and care.  It is an essential 
part of the nurturing process that should be characteristic of our ministry with students.  
Volunteers need to be aware of, and sensitive to, the special and differing needs and prefer-
ences of each individual child.  Physical contact should be age and developmentally appropri-
ate. 

C)  Parties and Field Trips - The following precautions need to be taken with these activities: 
a)  Always have another adult present at these activities. 
b)  Secure a signed parental release statement from each parent if the activity is away from 
the normal boundaries of that ministry. 
c)  Notify the person that heads up the ministry you are a part of and inform them of your 
activity. 

3)  Nursery / Pre-school Procedures 
A)  The names and addresses of parents and children shall be carefully maintained. 
B) An accurate sign-in procedure will be maintained for each preschool child, recording the child's 

name, parent's name and parent’s location during the service.  A line on the sheet should be pro-
vided for parents to list special needs of their children.  Workers must not release a child to an 
adult without following the proper procedure. 

C) The names of each nursery volunteer shall be recorded for each hour the nursery is being used. 
D) Diaper changing must be done in such a way that other nursery workers can easily see the child 

that is being changed as well as the other children and workers in the room. 
4) Emergencies 

a)  First aid boxes will be kept on hand, and stocked regularly.  The Discipleship Ministry 
Team will appoint someone to be responsible to make sure that it is checked monthly and re-
plenish it when necessary. 
b)  Procedures will be reviewed annually for fire emergencies.  Maps will be posted in each 
room for fire evacuation routes. 
c)  A list of medically trained personnel in our church will be updated annually by the Disci-
pleship Ministry Team. 
d)  A parent should be contacted when an injury, accident, or medical emergency occurs. 
e)  Any accident resulting in serious injury should be reported to the ministry leader in 
charge, the ministry leader will then be responsible to fill out an incident report. 


