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Check out any Sunday bulletin or our website at 

www.dwchurch.org for the contact information for 

our Kid’s Track director or any other staff 

THANK YOU! 
 
Thank you for your willingness to invest in the lives of 
these young image bearers of our King! Our mission in 
Kid’s Track is to connect the hearts of children to Jesus 
and to help them thrive in not only their relationship 
with Him, but also with their family and friends.  
 
It’s our desire that you are not only equipped to serve 
our kids in the most effective way possible, but also to 
be protected as necessary. To help ensure that this 
transpires, please take the time to read over these 
Kid’s Track operations and safety procedures for DOVE 
Westgate Church.  
 
Once you have read this handbook and understand all 
expectations, please complete our volunteer screen-
ing form - which you can obtain from a Kid’s Track 
overseer. 
 
We’re excited to have you join our Kid’s Track team! 

CELEBRATE 
THE WINS! 

So often, Children’s Ministry functions smoothly behind the 
scenes. Therefore, it’s so important that the victories that are 
experienced in the classroom are celebrated by the Body of 
Christ. 
 
If you experience or observe something to get excited about 
(even the simplest of victories), then share that with the par-
ents – and pass the story along to the weekly overseer as 
well! 
 
Church should be a place that kids are energized by. When 
kids eagerly share how they see God working, that’s a win. 
When kids invite their friends and drag their parents out of 
bed to get here on time, that’s a win. We believe that this 
should be one of the best hours of their week. 

Mark 10:13-16 
People were bringing little children to Jesus to have him touch them, 
but the disciples rebuked them.  When Jesus saw this, he was indig-
nant. He said to them, "Let the little children come to me, and do not 
hinder them, for the kingdom of God belongs to such as these.  I tell 
you the truth; anyone who will not receive the kingdom of God like a 
little child will never enter it."  And he took the children in his arms, 
put his hands on them and blessed them. 
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http://www.biblestudytools.com/mark/passage.aspx?q=Mark+10:13-16


Basis for making a report of abuse 
 

1. See Appendix I of the Volunteer Screening Form for the definition of what is, 
or is not, child abuse. Ask a Kid’s Track overseer for a “Defining Child Abuse” 
handout if you are unable to locate one. 

2. Reasonable cause to suspect child abuse means that someone has more 
than a hunch but less than a certainty. If a mandatory reporter has a reason-
able cause to suspect they are not to investigate further to confirm any ac-
tions, but simply “report out.”  

3. The law does require that suspected abuse be reported even when the man-
datory reporter does not know the alleged abuser (s).  

4. For more details on this law and what is expected, see the Kid’s Track direc-
tor or one of the pastors.  

 

How to report child abuse anonymously  
 

1. Call ChildLine: 800-932-0313 and report electronically at 
www.reportsuspectedabuse.com within 24 hours. It is recommended that 
one of the pastors assist with the report.  

2. Reporters are required to inform their supervisor/employer immediately 
after they have personally contacted ChildLine.  

3. Follow-up with any other instructions requested by ChildLine.  

 

*Depending on the circumstances, it either can be a criminal misdemeanor or 
felony to willfully fail to make a report where one is mandated to make one. It is 
also a crime for a person to intentionally or knowingly make a false report of 
child abuse.  

 

Let’s be vigilant to provide a safe haven for the kids  

we’ve been called to serve! 
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WE VALUE SAFETY 
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BEFORE SUNDAY MORNING 

1. Study the curriculum for the current Sunday and prepare any 
crafts ahead of time.  

2. If you are assisting, rather than leading the lesson, reach out to 
the leader to see if they need support with anything specific.  

3. Pray! Pray for wisdom; pray for the kids in your class; pray 
against the plan of the enemy.  

DURING SUNDAY MORNING 

1. Try to arrive at least 10 minutes before the service starts. It al-
ways helps to browse through the classroom to avoid any 
“surprises.” 

2. Once the children are dismissed from the service, immediately 
go to your classroom. If possible, try to be waiting in the class-
room ahead of time so that you can cheerfully welcome every-
one as they arrive.  

3. Learn and memorize the names of each child in your classroom! 

4. If a child is attending for the first time, thank them (and their 
parents, if possible) for coming and warmly share what they can 
expect from the morning (how dismissal works, where bath-
rooms are, etc.). 

5. Pray with the kids before you start your lesson - give them op-
portunities to share what is on their heart. 

HOW TO LEAD WELL 

 
See page 7—11 for the Nursery Handbook  

See page 12—13 for Safety Guidelines 
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FOLLOWING THE SERVICE 

1. Try to end on time so that families can gather together once the 
service has ended.  

2. As the kids depart, remind them that you will be praying for them 
the next week. Also remind them of the weekly memory verse, if 
applicable.  

3. Please do not leave the classroom until every child either has been 
picked up or allowed to leave to return to their family. Parents of 
Twos, Threes, Pre-K, and Kindergarten need to have the matching 
bracelet when picking up their children. 

4. When leaving, lights can be turned out and any notes for the over-
seer can be left on the Overseer Desk. 

KEYS TO LEADING WELL 

COMMUNICATE. We count on you and trust you. 
Let us know if you’re struggling or you are unable 
to serve. 

AVOID BARRIERS. Put away drinks, phones, and 
any barrier that inhibits you from focusing totally 
on the kids. 

BE ON TIME. Arriving at least 10 minutes before 
the service starts ensures you’re equipped for 
that morning. 

HOW TO LEAD WELL 

 Providing environments that are physically, spiritually, emotionally safe. 

 Gathering information about first-time guests to ensure the best care for 
their kids. 

 Verifying that each child has a bracelet and their parents have a matching 
pick-up bracelet. 

 Staying accountable by having at least two adults in each environment. 

 Working together to avoid any appearance of evil.  

 

What Makes a Child Feel Safe? 
 
Every child wants to be accepted. When we are excited to see them by getting 
down on their level, using their first name while talking to them, and listening to 
what is important, they feel valued and safe. Trust is built over time! 
 

What If There Is an Emergency? 

 
In the event of an emergency, our main focus should be on the kids we are lead-
ing. It is important to stay calm, keep them together, listen for direction from 
the overseer or any church ushers. If we need to exit the building, look for the 
closest safe exit, and lead your group out. A first aid kit is located in the Kid’s 
Track Closet, across from the Toddler Classroom. 
 

Mandated Reporting 

 
Beginning December 31, 2014 volunteers serving in any regularly scheduled pro-
gram or activity involving children under the age of 18 will be considered man-
dated reporters.  
 
Mandated reporting means that a volunteer must directly “report out” when 
child abuse is suspected. In the past, a volunteer could simply “report up,” 
meaning they could report to their supervisor and their legal obligation would 
be fulfilled. Under the new law, all volunteers are required to “report out,” di-
rectly to the child abuse hotline. All mandatory reporters could be criminally 
liable if they fail to “report out.” 
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WE VALUE SAFETY 
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BUT WHAT ABOUT... 

ILLNESS/SANITIZING  
 
—Parents are encouraged to refrain from dropping off sick children; 
please notice if you have any symptoms of illness as well. If you are 
struggling with some sort of sickness, please contact a substitute to 
take your place. 

—Please take the time to err on the side of cleanliness. Sanitize your 
hands, clean off the diaper station, and observe food/drink to make 
sure it’s clean, etc. 

—There is a spray bottle of cleaner in each room. Spray all toys after the 
children have left for the day. If the topic arises, you can assure parents 
that all toys are  cleaned frequently by staff as well. Please let an over-
seer know if you are running low on cleaner. 

APPREHENSIVE CHILDREN 
 
You will discover many children (particularly toddlers) needing some 
time to transition into the new environment. If that’s the case, then en-
courage the parents to drop the child off anyway and see how things go 
for 10-15 minutes. If a parent decides to hang out in the classroom with 
their child while they adjust, give them the opportunity to do so. 
Due to safety reasons, a parent is not allowed to habitually stick around 
in the classroom each week. If this becomes an issue, let an overseer 
know and they will work with you to resolve the challenge. 

SUBSTITUTES 
 
If you will be unavailable for your assigned Sunday, then please contact a 
substitute. Some volunteers prefer to swap Sundays, so consider that op-
tion as well. f you are unable to find anyone to step in for you, please con-
tact the Nursery coordinator or Kid’s Track director as soon as possible. 
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BACKGROUND CHECKS 
 
All Kid’s Track Volunteers are 
required by Pennsylvania law 
to have their background 
checks updated every five 
years. Please contact the 
Kid’s Track director immedi-
ately if you are aware that 
your checks are out-of-date. 

CHILDREN’S WORSHIP 
 
Every 3rd Sunday of the 
month, Children’s Worship is 
held in the Cove. This is pro-
vided for all kids in the Pre-K 
through 5th Grade range as a 
corporate large group activi-
ty. It starts at 9:30am, but all 
leaders and assistants for 
that Sunday should arrive by 
9:20am so they can receive 
the kids that attend their 
class. Parents of Pre-K and 
Kindergarten should still sign-
in at the Cove. All of the kids 
will head back to their class-
rooms following Children’s 
Worship at 10:15am.  

CHILD/VOLUNTEER RATIO 
 
Please strive to maintain a 
child/volunteer ratio that re-
flects safety for everyone in-
volved. Let the overseer 
know if a healthy ratio is una-
ble to be upheld so they can 
seek additional help. Alt-
hough it’s never our desire to 
turn families away, these rati-
os help to make certain that 
the environment is safe for 
the volunteer and child. 
Also, for accountability pur-
poses, it is critical that there 
are always at least two volun-
teers serving together. Please 
contact the overseer immedi-
ately if you are serving alone. 

BUT WHAT ABOUT... 

CHALLENGES 
 
If confrontations arise be-
tween kids or leaders, ensure 
to make parents aware of the 
challenge and what was done 
to address it. If a situation 
occurs during the class that 
cannot be resolved, then con-
tact a Kid’s Track overseer or 
church usher immediately.  
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APPREHENSIVE CHILDREN 
 
You will discover many children (particularly young children) 
needing some time to transition into the new environment. 
If that’s the case, then encourage the parents to drop the 
child off anyway and see how things go for 10-15 minutes. 
If a parent decides to hang out in the classroom with their 
child while they adjust, give them the opportunity to do so. 
Due to safety reasons, a parent is not allowed to habitually 
stick around in the classroom each week. If this becomes an 
issue, let an overseer know and they will work with you to 
resolve the challenge. 

GENERAL EXPECTATIONS 
 

—Only children of the appropriate age should be in the class-
room. Please make arrangements for your other children to be 
with a friend or family member. 

—Please check the Family Info Card and/or Allergy Info Sheet 
before diaper changes or giving snacks.  

—No diapers should be changed by male Kid’s Track volunteers. 

BUT WHAT ABOUT... 

I can do everything by the power of 

Christ. He gives me strength. 

Philippians 4:13 
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CHILD/VOLUNTEER RATIO 
 
Please strive to maintain 
child/volunteer ratio of 2 to 1 
for Infants and 3 to 1 for Tod-
dlers. Let the overseer know if 
this ratio is unable to be up-
held so they can seek addi-
tional help. Although it’s nev-
er our desire to turn families 
away, these ratios help to 
make certain that the envi-
ronment is safe for the volun-
teer and child. 
Also, for accountability pur-
poses, it is critical that there 
are always at least two volun-
teers serving together. Please 
contact the overseer immedi-
ately if you are serving alone. 

BITING POLICY (CONT’D) 
 
Be considerate while informing 
both families so that no one 
feels judged or chastised be-
cause of the incident. 

BUT WHAT ABOUT... 

GENERAL EXPECTATIONS 
 
—All volunteers should wear a 
disposable name tag. 

—Only children of the appro-
priate age should be in the 
classroom. Please make ar-
rangements for your other 
children to be with a friend or 
family member. 

—Please check the Family Info 
Card before diaper changes. 

—No diapers should be 
changed by male Kid’s Track 
volunteers. 

CRACKERS & TISSUES 
 
Although the Kid’s Track 
staff will try to keep all 
Nursery supplies fully 
stocked, you may run out 
from time to time. If that’s 
the case, either let the over-
seer know what’s needed, 
or feel free to look through 
the Kid’s Track Closet, across 
from the Toddler Classroom. 



9 

DURING PICK-UP 
 

1. Greet parents warmly as they return to pick up their children. 

2. If it’s not noticeable, ask parents for the bracelet that matches the 
one their child is wearing. 

3. Make sure that all items belonging to the family are retrieved and 
given back to the parents or placed in the diaper bag. 

4. Please do not leave the classroom until every child has been 
picked up by their family. 

5. After the children are picked up, strip any used infant beds/Pack-
N-Plays and drop sheets and blankets in the laundry container. 
Spray mattresses and woodwork with sanitizer and remake the 
bed. Spray all toys as well. 

6. When leaving, lights can be turned out and any notes for the over-
seer can be left on the Overseer Desk. 

HOW TO LEAD WELL 

BUT WHAT ABOUT... 

BACKGROUND CHECKS 
 
All Kid’s Track volunteers are 
required by Pennsylvania law 
to have their background 
checks updated every five 
years. Please contact the 
Kid’s Track director immedi-
ately if you are aware that 
your checks are out-of-date. 

BITING POLICY 
 
If you observe a child bite 
another child, please notify 
the overseer right away after 
taking proper care of the 
wound. Both sets of parents 
should be notified when the 
children are picked up (or 
immediately after the inci-
dent took place, depending 
on the severity of the bite).  
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SUBSTITUTES 
 
If you will be unavailable for 
your assigned Sunday, then 
please try to locate a substi-
tute and give them advance 
notice, if possible. Some work-
ers prefer to swap Sundays, so 
consider that option if you 
unable to serve during your 
scheduled Sunday. 
If you are unable to find any-
one to step in for you, please 
contact an overseer or the 
Kid’s Track director as soon as 
possible (see page 1 for con-
tact info). 

SUPPLIES 
 
Although the Kid’s Track 
staff will try to keep all class-
room supplies fully stocked, 
you may run out from time 
to time. If that’s the case, 
either let the overseer know 
what’s needed, or feel free 
to look through the Kid’s 
Track Closet, across from 
the Toddler Classroom. 

ILLNESS/SANITIZING  
 
—Parents are encouraged to refrain from dropping off sick chil-
dren; please notice if you have any symptoms of illness as well. 

—If you are struggling with some sort of sickness, please con-
tact a substitute to take your place. 

—Please take the time to err on the side of cleanliness. Sanitize 
your hands, clean off tables, and observe food/drink to make 
sure it’s clean, etc. 
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At DOVE Westgate Church, we want our nursery min-
istry to be about faithful caregivers showing the love 
of Christ to families.  
 
Please take a few moments to read over the following 
detailed instructions to ensure that you understand 
what is expected of you.  
 
Your ideas and concerns are a valuable part of this 
team! Don’t hesitate to share your thoughts with a 
Kid’s Track overseer or the Nursery coordinator.  

Be the kind of leader 
that you would follow  
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Pray for the babies in your care! 

DURING DROP-OFF 
 
1. Please arrive 15 minutes before the service starts to ensure eve-

rything in the Infant and/or Toddler classrooms are ready for the 
day. 

2. Cheerfully welcome the parents as they approach the Nursery. 

3. The parent should pass the child to a volunteer through the win-
dow and not enter through the door. 

4. Get the names of the parent and child being dropped off. 

5. For a child that’s coming for the first time, have the parent fill 
out the Family Info Card. 

6. Ensure that the family has an emergency number assigned to 
them. If they don’t have a number, then assign them one that’s 
listed on the Visitor Attendance Chart. 

7. Make sure that the child receives a bracelet and the parent takes 
the matching one. Offer to put the bracelet on the child if the 
parent needs assistance. 

8. Take the diaper bag from the parent and pay close attention to 
any specific instructions for the child. Feel free to write them 
down if necessary. In Infant Nursery, place the clip-on tag with 
the child’s name on the diaper bag. 

9. Reassure the parents that everything will be taken care of and 
that they will be contacted immediately through the emergency 
number system (located at the front-left side of the Auditorium) 
if there are any challenges. 

HOW TO LEAD WELL 


