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Mark 10:13-16 
And they were bringing children to him that he might touch them, 
and the disciples rebuked them. But when Jesus saw it, he was 
indignant and said to them, “Let the children come to me; do not 
hinder them, for to such belongs the kingdom of God. Truly, I say to 
you, whoever does not receive the kingdom of God like a child shall not 
enter it.”  

South Baton Rouge Presbyterian Church (SBRPC) takes seriously 
our responsibility to love and protect our Children. We acknowledge the 
tragic prevalence of child abuse, including in Christian 
environments, and desire to foster an environment that is both 
protective and responsive. The following guidelines are set forth to help 
provide a safe and nurturing environment at SBRPC. In addition, the 
guidelines are designed to make it difficult for abusers to target 
children and to minimize the opportunity for abusers to “groom” their 
targets.  

Everyone who teaches, helps with, or cares for our Children in any 
capacity must adhere to the following procedures and policies. They are 
intended to protect both children and employees/volunteers and to be a 
helpful resource in addressing the issues of Child safety. Adults who 
violate the policy will not be allowed to work with Children.  
After you have carefully read this policy manual, please sign and 
return the agreement form located on the last page. 
 
 
Sincerely, 
South Baton Rouge Presbyterian Church Staff 
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OVERVIEW OF SOUTH BATON ROUGE PRESBYTERIAN 

CHURCH SAFETY SYSTEM 
 
South Baton Rouge Presbyterian Church requires all employees and volunteers working with 
children, (which includes youth), to complete FOUR SAFETY STEPS before ministry 
work or volunteer placements begins. 
 
Step One:   
SCREENING PROCESS 
Employees and volunteers working or serving with children are required to complete South 
Baton Rouge Presbyterian Church’s Screening Process, which includes: 
Employees: 

• Employment Application  
• Safety Application 
• Face-to-Face Interview  
• References to be checked 

Volunteers 
• Must have been a member of SBRPC for at least six months 
• Long-term volunteers must also complete a Safety Application 

 
Step Two:   
CRIMINAL BACKGROUND CHECK 
South Baton Rouge Presbyterian Church requires that all employees and volunteers working 
in children’s (or youth) activities undergo a criminal background check.  Depending upon 
the ministry position, differing levels or intensity of criminal background check may be 
required. 
 
Step Three:   
SEXUAL ABUSE AWARENESS TRAINING 
South Baton Rouge Presbyterian Church policies and procedures require that employees and 
volunteers avoid abusive behavior of any kind.  Employees and volunteers are required to 
report any policy violations to the Children’s Ministry Director, the Youth Ministry Director 
or the Executive Pastor. Employees and volunteers should have a basic understanding of the 
characteristics of sexual abusers and their behaviors in ‘grooming’ a child for sexual abuse.  
Grooming is the process used by an abuser to select a child, win the child’s trust (and the 
trust of the child’s parent or ‘gatekeeper’), manipulate the child into sexual activity and keep 
the child from disclosing the abuse. 
 
To equip SBRPC employees and volunteers with information necessary to recognize abuser 
characteristics and grooming behavior, SBRPC  requires all employees and volunteers to 
complete Sexual Abuse Awareness Training.   
 
Step Four:   
POLICIES and PROCEDURES 
Employees and 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. 
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EXPECTATIONS 

 
All Church Staff, Leadership, Employees and Volunteers working with children are expected 
to comply with the following:  
 
SBRPC Staff and Church Leadership  

• Complete the following three Safety Steps every three years: 
o Submit to a background check, (Staff – MS level 5, Leadership - MS level 1) 
o Watch Ministry Safe’s Sexual Abuse Awareness Training. 
o Read this policies and procedures manual and sign the statement of 

acknowledgment and agreement. 
• Agree to report any suspected or reported abuse  
• Agree to inform other churches if an alleged perpetrator, abuser or person  

with allegations of behavioral misconduct are known to attend.  
 
Nursery Employees   

• Must clear a reference check before hire  
• Complete the following four Safety Steps every two years: 

o Submit to a background check, (MS level 5)  
o Watch Ministry Safe’s Sexual Abuse Awareness Training, (one-on-one or in a 

group setting) 
o Read this policies and procedures manual and sign the statement of 

acknowledgment and agreement. 
o Attend First Aid Safety training 

• Agree to report any suspected or reported abuse  
 
Volunteers  

• Must be a member of SBRPC for at least six months  
• Complete the following three Safety Steps every three years: 

o Submit to a background check, (MS level 1) 
o Watch Ministry Safe’s Sexual Abuse Awareness Training. 
o Read this policies and procedures manual and sign the statement of 

acknowledgment and agreement. 
• Agree to report any suspected or reported abuse  

 
SAFETY COMMITTEE 

SBRPC will appoint and maintain a Safety Committee which will meet regularly to discuss 
risk management practices and updates. The Safety Committee will also meet on an 
emergency basis upon the recommendation of a member or following the report of any 
incident or allegation.  
 
The Safety Committee will be charged with the following duties: 

1. Applying existing SBRPC policies and procedures related to children’s safety and 
risk management issues.  

2. Monitoring all Children’s Ministries programs, through announced and 
unannounced visits, for ongoing compliance with safety policies. 

3. Making recommendations to the SBRPC Session regarding safety issues. 
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DEFINITIONS 
 
 

SBRPC: South Baton Rouge Presbyterian Church 
 
SBRPC SAFETY SYSTEM: the four-step system employed to protect our children and 
those working with them. Includes: Screening, Criminal Background Checks, Sexual Abuse 
Awareness Training, and a signed agreement to adhere to the Policies and Procedures laid 
out in this document.   
 
CHILD OR CHILDREN: Any person under 18 years of age. 
 
YOUTH: A child who is in the Youth Group (grades 6th – 12th)  
 
CHURCH LEADERSHIP: includes pastors, members of the Session and members of the 
Diaconate. 
 
EMPLOYEE: any individual who is paid by SBRPC on a full or part time basis, (this 
includes all staff of SBRPC), and is serving in any position involving the supervision or 
custody of children. 
 
VOLUNTEER:  any individual who is not paid by SBRPC and is serving in any position 
involving the supervision or custody of children. 
 
CHILD ABUSE: Any wrongful treatment of a child which results in any non-accidental 
injury to the child.  It may include physical abuse, emotional abuse, sexual abuse, or neglect. 
Evidence of injury may include scars, bruises, wounds, medical findings, etc. 
Physical abuse: any physical injury to a child that is not accidental, such as beating, shaking, 
burns, and biting.   
Emotional abuse: emotional injury when the child is not nurtured or provided with love 
and security, such as an environment of constant criticism, belittling or persistent teaching. 
Sexual abuse: any sexual activity between a child and an adult or between a child and 
another child at least four years older than the victim, including activities such as fondling, 
exhibitionism, intercourse, incest and pornography. 
Neglect: depriving a child of their essential needs, such as adequate food, water, shelter or 
medical care. 
 
MANDATORY REPORTER: According to Louisiana Law, mandatory reporters include 
ordained ministers and anyone teaching or providing care to a child or youth. (As defined in 
the Code of Evidence article 511, an ordained minister is not required to report information 
solely gained in a confession or similarly confidential communication.) 
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CHILD SAFETY POLICY and PROCEDURES 
 
ABUSE TOLERANCE 
South Baton Rouge Presbyterian Church has a zero tolerance for abuse in ministry 
programs and ministry activities.  It is the responsibility of every employee and volunteer at  
SBRPC to act in the best interest of all children in every program. 
 

SUSPICIOUS OR INAPPROPRIATE BEHAVIORS 
 
All members of SBRPC, employees and volunteers are asked to immediately report any 
suspicious behaviors or policy violations, to the SBRPC staff person directly responsible for 
the specific area of ministry involved, who will, in turn, inform the senior pastor.  Any report 
of suspicious or inappropriate behavior, abuse or neglect will be taken seriously and will be 
reported, in accordance with this policy and state law, to the Department of Children and 
Family Services. 
 

REPORTING POLICIES FOR INCIDENTS OF ABUSE  
 
Louisiana law requires that any person having cause to believe a child’s physical or mental 
health or welfare has been or may be adversely affected by abuse or neglect must make a 
report to the appropriate law enforcement agency. 
 
Incidents of abuse that occur, or are reasonably believed to have occurred, at SBRPC 
shall be reported immediately to the SBRPC staff person directly responsible for the 
area of ministry who, in turn, will inform the senior pastor.   
 
The staff person and/or senior pastor shall make a report, to appropriate authorities, 
which includes the Louisiana Department of Children and Family Services and any pertinent 
local law enforcement agency.  To report suspected child abuse, call 1-855-4LA-KIDS (1-855-452-5437) 
toll-free 24 hours a day, 365 days a year. 
 
The identity of any person making such a report will, pursuant to Louisiana law, be 
kept confidential by the agency or department receiving the report, except as provided by 
law.  Such exceptions would include the DCFS providing such information to the law 
enforcement agency investigating the report. 
 
Organizations that use SBRPC facilities that have reporting procedures of their own  
shall follow those established reporting practices.  In addition to following their notification  
procedures, however, any outside organization that uses SBRPC facilities shall also notify  
an SBRPC pastor ,or their designee, as soon as possible about any such incident involving  
any person affiliated with that organization using SBRPC facilities. 
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REPORTING PROCEDURES FOR RESPONDING TO ABUSE ALLEGATIONS  
 
All parties involved in an alleged incident, including the accuser, the accused, and the victim, 
shall be treated with dignity, support, and love.  Confidentiality of all persons involved shall 
be safeguarded to the fullest extent possible. 

 
1. The senior pastor shall be notified of any abuse allegations along with the 

SBRPC staff person directly responsible for the area of ministry involved. 
 

2. The senior pastor shall make a report, or verify that a report has been made,    
to appropriate authorities, which includes the Louisiana Department of Children and 
Family Services and any pertinent local law enforcement agency. 

 
3. Safety of the potential victim - The SBRPC staff will make every effort to secure 

the immediate safety of the potential victim after an abuse allegation. 
 

4. Notification of others –  
a. Parents/Guardian of the potential victim – unless they are the accused party 
b. Liability insurer of SBRPC - (GuideOne’s Claims Team (888) 748-4326)   
c. Legal counsel – if the liability insurer recommends, legal counsel will be 

contacted. 
d. The Session of SBRPC or the committee of the Session designated to receive 

and address any such reports. 
 

5. Persons accused shall be immediately suspended  
Any person accused of committing a prohibited act or any act considered by the 
church to be harmful to a child will be immediately suspended from participation in 
Children’s Ministry.  This suspension will continue during any investigation by law 
enforcement or Child Protective agencies. 
 
Any person found to have violated this policy may be prohibited from future 
participation as a staff member or volunteer in all activities and programming 
involving children or students at SBRPC.  If the person is an employee, such 
conduct may also result in termination of employment from SBRPC. 

 
6. A written incident report will be completed by the Children’s Ministry Director, 

the Youth Ministry Director, or the Senior Pastor within 24 hours of the disclosed 
abuse. Notes shall be made of what was alleged and of the surrounding 
circumstances. The report should be kept in a secure, confidential location. See 
Appendix for Incident Report Form 
 

7. Media inquiries- The advice of legal counsel will be sought before responding to 
media inquiries or releasing information to the congregation. All media responses 
should be well prepared and given by a designated spokesperson. The confidentiality 
of all persons involved shall be safeguarded to the fullest extent possible. 
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GENERAL POLICIES and PROCEDURES 
 
Entities or other organizations that use SBRPC facilities in any way that involves minors 
must agree to abide by these policies and procedures.  Requests for any exceptions to this 
policy and provision will be considered only when presented in writing and approved in 
writing by the SBRPC Session or its designee. 
 

PARENTAL INVOLVEMENT 
 
Parents who leave a child in the care of SBRPC employees or volunteers during church 
services or activities will be contacted if a child becomes ill, injured, or has a severe 
disciplinary problem while participating in Children’s or Youth Ministry programs 
 
Parents are encouraged, and have an open invitation, to visit any and all services and 
programs in which their child is involved at SBRPC. However, parents who desire to 
participate in or have continuous, ongoing contact with Student Ministry programs will be 
required to complete SBRPC’S four-step Safety System. 

 
 

EMPLOYEE AND VOLUNTEER RESPONSIBILITIES 
 
REQUIREMENTS 
All employees and volunteers involved in the custody and care of children at SBRPC will be 
required to complete SBRPC four-step Safety System prior to beginning service in 
Children or Youth Ministry. 
 
 
ELIGIBILITY 
All employees and volunteers involved in the custody and care of children at SBRPC must 
have been a member of SBRPC for at least six (6) months.  
 
Exceptions to the six month provision will be made only in cases where the SBRPC staff 
member directly responsible for the ministry in question obtains approval of the exception 
from the SBRPC Session or its designee. The person for which the exception has been made 
may serve only in the presence of and under the supervision of an employee or volunteer 
who has completed all steps of the SBRPC Safety System and has been a member of SBRPC 
for at least six months. 
 
 
SUPERVISION 
Employees and volunteers in Children’s Ministry are expected to provide adequate 
supervision for children in their care while working in church programs. 
 
 
TWO ADULT RULE  
The “Two Adult Rule” must be strictly adhered to: Children’s Ministry employees and 
volunteers are prohibited from being alone and away from public view with an individual 
child in the building.  At least one other adult must be present. 
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In the event an employee or volunteer finds himself/herself alone with a single child, that 
person will take the child to a room or place in the building occupied by others, or to a 
location easily observed by others. (Example: if a child is the last in a class to be picked up 
by a parent, move to the sanctuary where other staff members or volunteers are present.)  
 
 
VISIBILITY 
During ministry events, employees or volunteers are to circulate, watching children during 
play periods, giving particular attention to the areas not easily seen from all viewpoints.   
 
Any two children (or youth) together in an unseen or less easily viewed area of the building 
or playground should be redirected to another (more open) area. 
 
All rooms used by adults and minors together should be accessible (unlocked doors) and 
have open visibility (an uncovered widow in the door or the door left open).  
 
 
MEDICATION 
While serving in Children’s Ministry, an employee or volunteer may not administer 
medication to any child.   If a child needs medication his/her parents must come to 
administer it. 
 
 
RELEASE OF CHILDREN 
Children’s Ministry employees and volunteers may only release children in their care to 
parents, legal guardians, or other persons designated by parents or legal guardians. 
Unless otherwise noted, it is presumed that a person who drops off a child or student has 
authority to pick up the child. 
 
In the event that employees or volunteers are uncertain of the propriety of releasing a child, 
they should locate or contact their immediate supervisor or the Children’s Ministry Director 
before releasing the child. 
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BATHROOM SUPERVISION AND ASSISTANCE GUIDELINES 
 
Children who are toilet training 

1. No child will be forced to toilet train. 
 

2. Only female nursery workers or the child’s parent or legal guardian will 
participate in toilet training efforts with children of either sex. 

 
3. When children are taken into bathrooms the door will be left partially open. 

 
4. Young children will never be left unattended in bathrooms. 

 
5. Children should be verbally assisted where possible. If physical assistance is 

necessary, another staff member or volunteer should be present. 
 

6.  “Accidents” should be handled by reassuring the child and completing the 
changing of diapers or underwear and clothing.  Extra clothing and diapers are 
available in the children’s area, if the parent has not furnished a clothing change. 

 
Children who are fully toilet trained 

1. We recommend that parents with children 5th grade and below accompany their 
children to the restroom.    

 
2. An adult, (other than a parent) who is escorting a child to the restroom should 

prop open the exterior door to the restroom and stand outside while the child 
goes inside. The adult should be able to hear the child, but not see them. 

 
3. Children should receive the minimum amount of assistance needed based upon 

their individual capacities, verbally instructing when possible. 
 

4. If an adult must go into the restroom to check on an individual child, they must 
seek out another adult to accompany them.  

 
5. If a child needs assistance with something such as buttoning/snapping pants, an 

adult may help them only with the doors open AND in plain sight of other adult 
staff members or volunteers. 

 
 

Youth 
Youth do not need assistance in the restroom. 
 
Children with special needs 
Parents will offer instructions to staff members or volunteers to change the diapers of 
special needs children. After the age of 4, parents or legal guardians will change all special 
needs individuals.  
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VERBAL INTERACTIONS  
Verbal interactions between staff members or volunteers and children should be positive 
and uplifting. Staff members and 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, staff members and volunteers should not talk to children in a way that is or 
could be construed by a reasonable observer as harsh, threatening, intimidating, shaming, 
derogatory, demeaning, or humiliating.  In addition, staff members and volunteers are 
expected to refrain from swearing in the presence of children. 
 
 
PHYSICAL CONTACT 
South Baton Rouge Presbyterian Church is committed to protecting children in its care. To 
this end, SBRPC has implemented a ‘physical contact policy’ that promotes a positive, 
nurturing environment while protecting children. The following guidelines are to be carefully 
followed by employees and volunteers working in Children’s Ministry programs: 

 
• Hugging, pats on the back and other forms of appropriate physical affection between 

staff members or volunteers and children are important for children’s development, 
and are generally suitable in the church setting. 
 

• Inappropriate touching and inappropriate displays of affection are forbidden.  Any 
inappropriate physical contact, touching or displays of affection should be 
immediately reported to an immediate supervisor, the Children’s Ministry Director, 
the Youth Ministry Director or the Executive Pastor. 

 
• Physical contact and affection should be given only in the presence of other children 

or adults.  It is much less likely that touch will be inappropriate or misinterpreted 
when physical contact is open to observation. 

 
• Physical contact in any form should not give even the appearance of wrongdoing. 

The personal behavior of staff members or volunteers in Children’s Ministry must 
foster trust at all times.  Personal conduct must be above reproach. 

 
• Do not force physical contact, touch or affection on a reluctant child. A child’s 

preference not to be touched must be respected. 
 

• Employees and volunteers are responsible for protecting children under their 
supervision from inappropriate or unwanted touch by others.   
 

• Any inappropriate behavior or suspected abuse must be reported immediately to an 
the Children’s Ministry Director, the Youth Ministry Director, or the Senior Pastor. 
. 
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DISCIPLINE  
It is our policy that employees and volunteers are prohibited from using physical discipline 
in any manner for behavioral management of children.  No form of physical discipline is 
acceptable.  This prohibition includes spanking, slapping, pinching, hitting, biting or any 
other physical force as retaliation or correction for inappropriate behaviors.  
 
Children are to be disciplined using time-outs and other non-physical methods of behavior 
management.  Employees and volunteers should observe the following guidelines: 

• Explain expectations at the beginning of a session 
• Explain consequences for uncooperative behavior 
• Use a Three-Step Correction: 

o First time – verbal correction 
o Second time – verbal correction, ask if they understand the expectations, give 

the warning of a time out with next offense 
o Third time – follow through with an age-appropriate time out (good rule of 

thumb is one minute for each year of child’s age, so a 3 yr. old would get a 3 
min. time-out) 

• Discipline should always be handled in a loving manner with a controlled or soft 
voice 

• If a situation seems unmanageable, contact the parents.  
 
 
SOCIAL ACTIVITIES 
Special events outside of regularly scheduled programs must be pre-approved by a church 
staff member.  
 

 All planned children’s and youth activities that involve an overnight stay and/or out-of-town 
 travel will require a signed permission statement from parents or guardians. 
 

All teachers or workers for any overnight church activity involving minors must have 
completed the SBRPC four-step Safety system and be approved in advance by the SBRPC 
staff member responsible for that program.  
 
 
TRANSPORTATION  
Employees and volunteers may from time to time be in a position to provide transportation 
for children. The following guidelines should be observed when workers are involved in the 
transportation of children: 

1. Transportation of children should only occur with parental approval 
2. Children should be transported directly to their destination.  Unauthorized stops 

to a non-public place should be avoided.   
3. Employees and volunteers should avoid physical contact with children while in 

vehicles. 
4. No cell phones may be utilized by the driver while driving 
5. No drivers under age 25  

 
 



South Baton Rouge Presbyterian Church, January 2022 
             

14 

 
 
 
 
TECHNOLOGY  
It is always advised that any social media contact, including texts and emails, between an 
Adult and Child include the parent of the Child. There should be no private conversations 
between staff or volunteer with children / youth of the opposite gender. If a child of 
opposite gender contacts an adult through social media or texting, the adult should respond 
by adding one of the Child’s parents to the response. Staff should not engage in long text 
conversations. Always have a purpose for communication. If the Child is communicating about 
abuse from his/her patent, then the adult should respond by adding the Children’s Director, Youth Director, 
or Senior Pastor to the response. 
  

• Do not engage with a Child on a social media medium that is time limited such as 
Snapchat or Instant Messenger.  

• All forms of communication are subject to observation by Staff Members and/or 
Church Leadership.  

• No deletion of text messaging or social media communication will be allowed 
 
INTOXICANTS    
Staff members, employees and volunteers are prohibited from the use, possession, or being 
under the influence of alcohol or any illegal drug while in any church facility, while traveling 
with children, or while working with or supervising children during any SBRPC program or 
activity. 
 
TOBACCO USE 
SBRPC requires staff members and volunteers to abstain from the use or possession of 
tobacco products in church facilities, while in the presence of children or their parents, or 
during SBRPC activities or programs.  SBRPC is a tobacco-free facility. 
 
SEXUALLY ORIENTED MATERIALS 
Staff members and volunteers are prohibited from possessing (or transmitting to a child) any 
sexually oriented materials (magazines, cards, images, videos, films, etc.) on church property 
or in the presence of children in their care. 
 
NUDITY 
Staff members and volunteers serving in Children’s Ministry should never be nude in the 
presence of children in their care.  In the event there is a situation that may call for or 
contemplate the possibility of nudity (i.e. changing clothes during a pool party, weekend or 
overnight retreat, etc.), the staff member or volunteer leading the event will submit a plan to 
the Children’s Minister concerning arrangements for showering or changing clothes. 
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YOUTH POLICIES and PROCEDURES 
(The entirety of this document applies to our Youth & Youth Ministry  

Additional policies and procedures specific to our Youth Ministry are included below.) 
 
 
YOUTH AS VOLUNTEERS 
We recognize that there may be times when it is necessary or desirable for individuals who 
are themselves under age 18 to assist in caring for children during programs or activities. 
When a youth is volunteering, he or she must be under the supervision of an adult and must 
never be left alone with children 
 
MEETING WITH / MENTORING YOUTH 
South Baton Rouge Presbyterian Church recognizes that meeting the emotional needs of 
students may occasionally require staff member and volunteers to minister to them on an 
individual basis.  Staff Members and volunteers should observe the following guidelines 
when interacting with students: 
 

• One-on-One meetings with a Youth must be in a public, observable, interruptible 
location, and with parental permission. 

• If a closed-door meeting must occur, the student staff member should inform 
another staff member BEFORE the meeting occurs, and the door remain unlocked. 

 
ADULT TO STUDENT RATIO 
For groups up to and including 10 students, there will be at least 1 staff member or 
volunteer supervising.  For groups ranging from 11 to 29 students, there will be at least 2 
staff members or volunteers supervising.  For groups larger than 30 students, there will be at 
least 3 staff members or volunteers supervising. 

 
If a worker is out of ratio it is his or her responsibility to immediately notify supervisory staff 
responsible for the program or event.  The responsible supervisory staff member will make 
diligent effort to immediately bring staff member/volunteer to student ratios into 
compliance with this policy. 
 
SLEEPING ARRANGEMENTS 
It is anticipated that certain Student Ministry activities may occasionally require that 
overnight sleeping arrangements be made for students and staff members and volunteers (i.e. 
lock-ins, mission trips, ski trips, etc.).  In the event an activity requires sleeping 
arrangements, staff members and volunteers will strictly observe the following rules: 
 

1. Overnight sleeping arrangements must be submitted in writing to and 
approved by the Youth Ministry Director prior to the activity. 

 
2. The 2-adult rule must be followed; a single student should not be alone with 

a staff member or volunteer. 
 

3. Leaders should check with parents and use good judgment regarding PG or 
PG-13 movies.  No R-rated movies are permitted. 
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4. Appropriately modest sleeping attire must be worn. 
 

5. Whenever possible, at least one staff member or volunteer will sleep in the 
same room (but not same bed) as students, or in an adjoining room with the 
door between the rooms kept open. 

 
6. In the event of a sleepover on campus that involves both boys and girls, boys 

and girls must sleep in separate rooms, properly supervised by student 
leaders of the same gender. 

 
7. In the event that overnight arrangements do not include standard beds, each 

staff member, volunteer, and student will use single sleeping bags or blankets.  
In these instances a “one-person-to-one bag or blanket” rule will be 
observed. 
 

8. As long as any students are awake, one trip leader must be awake and 
monitoring students to ensure safe behavior. 
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NURSERY POLICIES and PROCEDURES 

(The entirety of this document applies to our Nursery and Nursery Staff.  
Additional policies and procedures specific to our Nursery and Staff are included below.) 

 
 

CHECK-IN  
When bringing their child to the nursery for the first time, parents should register them at   
the check-in desk in the foyer.  There, information will be gathered regarding contact   
information, special needs, medical conditions and allergies. 
 
NURSERY ACCESS 
Only children receiving nursery care and scheduled nursery workers are allowed in the 
nursery.  
 
No child may be left in the nursery unless at least one parent is on site attending a church 
related function. 
 
Parents are to stay on the outside of the receiving door and allow a nursery worker to take or 
deliver their child to them.   
 
NURSERY DIVISIONS 
Children ages newborn through three years are eligible for nursery care. 
 
Newborn through Walkers will be cared for in the Infant Area of the nursery. 
Walkers through age three will be cared for in the Toddler Area of the nursery 
 
ADULT / CHILD RATIOS 
Every effort will be made to keep the ratio of one adult to every six toddlers, and one adult 
to every four infants. 
 
At least two nursery workers will be on duty at all times. Under NO circumstances should 
children be left alone for ANY amount of time. 
 
INCONSOLABLE CHILDREN 
Workers will make every effort to comfort unhappy children. However, if a child is 
inconsolable (15 minutes of non-stop crying), the parents will be notified. 
 
DISCIPLINE 
The safety of all children in the nursery room must be maintained.  No throwing, hitting, 
biting or kicking will be allowed.  If children express this behavior, they will be reminded of 
the appropriate behavior that is expected and removed from the source of conflict. (refer to 
the discipline section, page 13 in this manual).  If a child is unmanageable after efforts have 
been made to correct the situation, then the parent should be  contacted. 
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EMERGENCY NOTIFICATION PROCEDURES 
In case of an emergency or pressing need, the nursery workers will contact the parents via 
text message, or by personal contact if texting is unavailable or unsuccessful. If summoned, 
parents are expected to proceed immediately to the nursery. 
 
ILLNESS / SICKNESS 

1. If a child is known to have an infectious or contagious illness, parents are 
  asked and expected to refrain from bringing the child to the nursery. 

 
2. Upon recommendation by the Committee for the Control of Infectious 

  Diseases and the American Academy of Pediatrics, children who have had 
  the following conditions within the last 24 hours should NOT be brought to 
  a church event or service, and will not be accepted into the nursery: 

o Fever greater than 100 degrees 
o Vomiting or diarrhea 
o Cloudy or green runny nose 
o Severe cough 
o Pink eye or another eye infection 
o Body or head lice 
o Questionable rash 
o Any other contagious illness 

 
3. If a child develops any of the symptoms listed above while in the nursery, 

  they will be isolated and the parent will be asked to take the child home. 
 

4. When it is discovered that a group of children have been exposed to an 
     illness that can easily spread, all parents will be notified.  

 
 
DIAPERING 

1. Only female nursery workers or the child’s parent or legal guardian will 
undertake the diapering of children of either sex. 

 
2. Children should be changed on changing stations only. 

 
3. Changing of diapers should be done in plain sight of other nursery workers. 

 
4. Children should never be left unattended on changing tables. 

 
5. Children should be re-diapered and re-clothed immediately upon the completion 

of changing their soiled diaper. 
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Policies and Procedures 

Statement of Acknowledgment and Agreement 
 
 

I have received and read a copy of South Baton Rouge Presbyterian Church’s 
Children’s Ministry Policies and Procedures Manual and understand the importance of the 
matters set forth within the manual. I agree to follow and abide by these guidelines during 
my service at South Baton Rouge Presbyterian Church. 

Further, I understand that the manual may be modified at any time, and that any 
guidelines may be amended, revised, or eliminated at any time by South Baton Rouge 
Presbyterian Church. 

I also acknowledge that I have reviewed and agree to fulfill the duties listed in the 
manual. While, ideally, I will serve in this ministry for the agreed term, I understand that I 
may choose to end this relationship at any time. If possible, I will provide two weeks’ notice 
to my supervisor. 

I further acknowledge and understand that the materials and guidelines contained in 
this manual in no way express or imply a contractual employment relationship between 
South Baton Rouge Presbyterian Church and me.  

Finally, I understand that it is my responsibility to review new guidelines that are 
created and distributed, as well as manual guidelines that are changed or deleted. 
I hereby acknowledge receipt of South Baton Rouge Presbyterian Church policies and 
procedures manual. 
_______________________________________ 
Employee or Volunteer’s name (please print) 
 
_______________________________________ 
Employee or Volunteer’s signature 
 
Date: _____________ 
[This page is for your personal records, keep attached to document] 
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Policies and Procedures 
Statement of Acknowledgment and Agreement 

 
 

I have received and read a copy of South Baton Rouge Presbyterian Church’s 
Children’s Ministry Policies and Procedures Manual and understand the importance of the 
matters set forth within the manual. I agree to follow and abide by these guidelines during 
my service at South Baton Rouge Presbyterian Church. 

Further, I understand that the manual may be modified at any time, and that any 
guidelines may be amended, revised, or eliminated at any time by South Baton Rouge 
Presbyterian Church. 

I also acknowledge that I have reviewed and agree to fulfill the duties listed in the 
manual. While, ideally, I will serve in this ministry for the agreed term, I understand that I 
may choose to end this relationship at any time. If possible, I will provide two weeks’ notice 
to my supervisor. 

I further acknowledge and understand that the materials and guidelines contained in 
this manual in no way express or imply a contractual employment relationship between 
South Baton Rouge Presbyterian Church and me.  

Finally, I understand that it is my responsibility to review new guidelines that are 
created and distributed, as well as manual guidelines that are changed or deleted. 
I hereby acknowledge receipt of South Baton Rouge Presbyterian Church policies and 
procedures manual. 
_______________________________________ 
Employee or Volunteer’s name (please print) 
 
_______________________________________ 
Employee or Volunteer’s signature 
 
Date: _____________ 
[This page is to be signed, detached, and delivered to the Office Administrator.] 
 
 
 
 
 
 
 
 
 
 
 
 
 


