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WELCOME 

Welcome to a morning in our Preteen Sunday School here at Marine View.  We 
are grateful for your heart to serve and believe that, as you serve, God will use 
the experience to help you grow deeper in your faith.  Please use this manual as 
a reference guide to answer the questions you might already have about your 
class, to help our first time guests with questions they might have, and in general 
to help your morning run smoothly.  A Children’s Ministry representative will be 
stopping by your classroom each Sunday morning to check in with you to see if 
you have any additional needs.   

STAFFING  & SCHEDULE 

Our Preteen class is staffed by at least 2 volunteers from 10:05 to 11:30 each 
Sunday.  It is ideal that two staff be present at all times for the safety and security 
of our children and staff.  In addition, with two staff present, behavior issues can 
easily be dealt with without disrupting the routine of the whole class. 

STAFF POSITIONS 

There are two distinct staffing positions within each of our classrooms: 

1.  Large Group Leader – Is the main leader for our Sunday School program.  
They will lead the students through planned curriculum activities to include 
the welcome time, group game, and Bible lesson.  This leader helps to 
ensure that the class schedule is maintained, invites kids to enthusiastically 
participate in group activities and encourages faith development throughout 
the morning.  

2. Small Group Leader – Small group leaders work to develop relationships 
with preteens so kids are encouraged in their faith walk. During their time of 
service they might be playing games with the kids, helping with activities 
projects or engaging students in conversation.  During the Sunday morning 
experience our Small Group Leaders are in charge of setting up welcome 
activities, welcoming kids into the environment and for leading small group 
discussions when called upon by the Large Group Leader. 
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STAFF MORNING SCHEUDLE: 

Our Sunday morning staffing schedule is as follows:   

10:05 am  Classroom set up and new student greeting. 

10:15 – 11:30   In class with students  

   

We ask that you respect everyone’s time and commitment by showing up on time 
for your scheduled shift.   

WEEKLY SCHEDULING  

As we will have many individuals as part of our team, we will be using the on-line 
system through BREEZE to organize our upcoming sign-ups for Sunday 
mornings. 

All teachers will be assigned a schedule through Breeze.  To help with the 
coordination process, please email the Children’s Ministry Director your 
upcoming schedule needs at the beginning of each quarter.  Schedule reminders 
will be sent out via email and text five days before your scheduled shift.  Please 
confirm your shift as this notifies our staff that we are in agreement.   

 

Want to know your future schedule?  You can do it through BREEZE: 

1. Log into your personal Breeze account.  Don’t have one?  Contact 
the church office for assistance at 253-927-0557 

2. Under your profile notice the left hand selections.  Once of these 
should say “volunteering”.  If this is not visible click on the more 
button.  

3. By clicking on the Volunteer button, your schedule should appear. 

 
SCHEDULING CHANGES  

Life is always unpredictable and conflicts will pop up in everyone’s life that will 
make serving a particular Sunday impossible.  If at all possible, please try to 
swap your shift with one of our other volunteers serving in our Preteen Ministry.   

The sooner you initiate the swap the more likely a replacement can be found 
from within our regularly scheduled staff team.   

If it is less than 1 week from your scheduled assignment and a swap has not 
occurred, or by chance an emergency occurs and you are unable to make it for 
your scheduled shift, please contact Amanda Forbes immediately so a 
replacement can be found.    

Weekdays:  email at amanda@marineviewpc.org 

Weekends:  text at 253-797-9613 
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DAILY CLASSROOM SCHEDULE 

In our preteen world our daily schedule is a little more fluid than what one might 
find in our lower-age-group classes within the children’s ministry department.  
Timing will be shifted based upon the need of our lesson.  While times might 
fluctuate, a classroom routine is essential for creating a secure environment for 
our students.   

The following basic schedule was designed to allow for routine while coordinating 
with all the worship elements happening within the greater church.   

10:10  Morning Greet 

· 1 Welcome Activity Out (see Curriculum) 

· 1 Game Option Out (Board or Card Game) 

·  Hot Chocolate 

· Background Worship/ Countdown Video 

10:20  Welcome and Announcements 

· Review  Purpose 

· Announcements (Birthdays and Events) 

• Incentive Tracking 

· Today’s Agenda 

10:25  Worship 

10:30  Lesson Set Up 

10:40  Small Group #1 

· Introductions as Needed 

· Question Jar 

· Curriculum Activities 

10:50  Lesson  

11:00  Small Group #2 

· Reveal Questions 

· Questions 

· Optional Activities 

· Prayer 

 11:10  Group Game 

· Pulled from Lesson Set-up or Preservice 

Activities 

 

 

Preteen Basic Schedule 
SUNDAY MORNING SCHEDULE 
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CURRICULUM 

 
Our Preteen curriculum is designed to help students take their first steps in 
personal faith ownership. The preteen years are a period of dramatic change for 
our students emotionally, physically, socially, and spiritually.  Developmentally 
they are beginning to wrestle with concepts and have started to question the 
world around them.  We embrace the changes happening in our students and the 
resulting faith questions this might bring about as we know that through 
questioning we are able to personally grow, deepening our understand of the 
world and God. Our ministry verse Luke 2:52 shows just how important this 
growth process is:    

AND JESUS GREW IN WISDOM AND 
STATURE AND FAVOR WITH GOD AND MAN. 
LUKE 2:52 

THREE BASIC GOALS 

Our goal is to meet Preteens where they are cognitively, spiritually, physically, 
emotionally and socially. By the time our Preteens graduate into 6th grade we 
want them to know who God is, be able to show who God is through their 
actions, and understand how they can grow in God through basic discipleship 
habits so their faith can deepen.    

 

 
 
 

CURRICULUM COMPONENTS 

Every lesson we teach on Sunday morning helps kids discover something 
pertaining to one of these three goals 

Our current curriculum choice is called the Deeply Rooted and is specifically 
designed for preteen students. Curriculum is available in 4-5 week units and includes 

the following components. 

 

1. Preservice Options:  

The most important part of this segment is to warmly welcome children into the 
classroom environment.  We want them to feel comfortable and help them feel 
that this space is for them.  We do this by providing activity options, hot cocoa, 
and by engaging them in conversation.  The curriculum provides optional 
activities that can be incorporated into this time.  

2.  Welcome 
This component to our weekly schedule identifies to the students that we are 
beginning the formal part of our morning together.  During this time quickly 
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review our class goals and purpose, celebrate birthdays and let the kids know 
what “activities” they will be participating in throughout the morning schedule. 
 
3. Worship 
Worship for Preteens can be a little difficult.  At this stage in the social 
development preteens are keenly aware of what others “might be” thinking of 
them.  The thought then of standing and singing let alone dancing or raising their 
hands might be a huge stretch for some.  Worship in our preteen world 
understands these feeling and yet still promotes the importance of honoring God 
through praise.  Our worship time usually includes 1 Christian song that our 
students can sing along to or listen too.  We just ask that during this time 
students are respectful to God and to one another.   

 
4. Group Game 

This age group of students still needs to have fun and that is where our group 
game comes in.  Many times, a group game option is available through our 
curriculum, other times one will be suggested with directions for play detailed in 
the power point slides.  Besides getting the students moving around this game 
time helps to establish a warm and fun environment for our students and as such 
shouldn’t be overlooked.  

5. Lesson Set Up 
 Provided in our curriculum, this part of the lesson sometime referred to as a 
‘hook’ helps get the students thinking about a component in the lesson in a 
personal way.  The goal is that we can spark enough interest and show how what 
we will be talking about relates to their lives that they will be engaged during the 
lesson. 
6.  Small Groups 
The lesson set-up leads directly into our first small group time.  Small groups in 
our Preteen ministry are first based upon gender and then, if numbers demand it 
on grade.  The Large Group Leader will make small group decisions each 
morning.   
 
There are two goals for small groups; to create meaningful relationships between 
members so that we can encourage faith development and to learn from one 
another as we interact with the lesson.  Small group leaders are encouraged to 
share themselves while they are leading this time.   Small Group time should 
always begin with introductions and some nonthreatening way to get the kids 
sharing before heading into lesson material.  A random question jar is available 
to use for this time, or you can ask the kids to share highs and lows from their 
week. A Small Group leader guide is available every morning.  
 
7.  Main Lesson 
This really is the “meat” of our morning.  A lesson script is available with our 
curriculum along with coordinating slides.  The lesson tries to incorporate 
interactive elements to help keep Preteens engaged throughout this more 
serious and longer portion of our morning.  Small Group leaders during this time 
are asked to sit with the kids while at the same time being aware of behavior 
dynamics that might or might not occur.   
8.  Reveal Time and 2nd Small Group 
These times when used help the kids interact personally with the lesson: 

 Reveal Time:  Kids answer two questions:  What did God reveal to me 
today and What questions do I still have.   
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 Small Group:  A group discussion to follow up on the lesson and share 
what students individually learned and the additional questions they 
might have 

9.  Discipleship Skills 
At times, there will be discipleship skill training incorporated into the curriculum.  
This training time is part of the Lesson Set Up. 

 MAP:  Bible Reading.  Students look up a passage and highlight the 
personally meaningful parts.  Personal Bibles can be used or we have 
the passage printed out on cardstock for the kids to use. 

 Journal and Quiet Time:  Helping preteens be quiet before God and/or 
share their thoughts with God through writing.    

OBTAINING CURRICULUM 

Our curriculum comes in unit chunks and will be ready for distribution to teaching 
staff two Sundays before the next unit is introduced:  Leaders can obtain a copy 
in one of three ways:   

Monthly Booklet -- A printed manual containing all curriculum activities, 

scripts and activity pages for the entire month, edited as needed for our 

environment.  Booklets can be located in the electronics wall cubie.  

Emailed PDF -- Attached to each BREEZE reminder email you will find a 

download link to the curriculum needed for that week. This is not an 

edited version.  If you are the Large Group Leader a separate email 

containing the weekly slides in PDF format. 

Whichever method you prefer to obtain the curriculum, we ask that all leaders 
come to class prepared, having read through the activities prior to coming to 

church on Sunday.   

EFFECTIVE CURRICULUM USE 

While no curriculum is perfect, we do believe that Deeply Rooted provides a 
solid, Biblically sound teaching method and strategy for reaching kids. No matter 
what curriculum we decide to implement, a curriculum is only as good as how 
well we follow its method. With that said, here are a few tips to help us stay on 
tract.   

 Tie in the Activities to the Lesson:  One mistake easily made is 
leading the kids through the planned activity without tying it into the 
lesson. While an activity itself may help a child remember a part of the 
lesson (i.e., a coloring page) the addition of a few questions and 
statements found in the provided curriculum is remarkable.  By following 
the curriculum and adding the interaction between teacher and child, the 
activity becomes another method of teaching, reinforcing so much more 
of the lesson.   

 Use the Curriculum as a Guide not a Line-By-Line Script:  Rest 
assured that you do not have to memorize the teaching points and 
scripts for our lessons, but neither do we expect you to read word for 
word out of the curriculum.  Both memorizing the script and reading the 
script word for word will detract from your teaching as it fosters an 
environment of inauthenticity which will lead children to disengage from 
the lesson.  Instead, prepare for the lesson using the following method: 

1. Read through the curriculum 3 times to familiarize yourself with 
its content. 

2. Highlight questions and key phrases you want to remember. 
3. Use your curriculum as a cue card to remember the points and 

highlighted material as you engage with the kids.   
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 Be Prepared To Share: To help children understand how the Big Picture 
Question could apply to their own life, it is often necessary to share 
examples taken from our own life experiences.  The added bonus is that 
when we share from our own life we become more authentic and known 
to the kids, enhancing the small group experience for all.  Every day in 
our curriculum there is a chance for leaders to share their true life story.  
Leaders are asked to think in advance what story from their life is 
appropriate and helpful.   

  

SUPPLIES 

Every week supplies are needed to carry out the various components of our 
curriculum.  Teaching staff is not responsible for the collection of supplies.  
Instead all supplies will be found in the classroom waiting for them on Sunday 
mornings.   

For convenience sake and for classroom management we divide our supplies 
into two different categories: Classroom Supplies and Weekly Supplies.   

CLASSROOM SUPPLIES  

Below are the everyday supplies that a typical Sunday school classroom will 
have on hand.  Each supply listed below has a “home” in the classroom and 
needs to be returned to its home at the conclusion of class.  Supplies are located 
under Small Group Tables (SG) inside the Black Wall Cabinet (WC), or in the 
Electronic Cubie (EC).These supplies include: 

 Paper (SG)  Crayons (SG)  Markers (SG) 
 Scissors (WC)  Glue Sticks (WC) Glue Bottles (WC) 

Pens (SG)  Push Pins (EC)  Tape (EC) 
 White Board Marker (WC)   Cups (WC) 
 Napkins (WC)  Pitcher (SG)  Sponge (WC) 
 Paper Towels (WC) Kleenex (WC)  Cleaner (WC) 
 Paper Plates (WC) Board Games (WC) Fosse Balls (WC) 
 Wii Components (EC) Remotes (EC)  Stapler (EC) 
 4 Square Ball (Back Closet)  Extra Cocoa (Bake Closet) 
  

WEEKLY SUPPLIES  

These are the supplies specifically needed for the activities listed in the 
curriculum.  Unlike the previous supply categories, they are not permanently 
stored in the classroom, but instead are stored in the Children’s Supply Closet.  
Art, role playing activities and printed materials are in this category.  These 
supplies will be delivered to the classroom before Sunday morning.  When class 
is completed, please re-deposit these supplies into the bin provided.   

 

MISSING SUPPLIES 

There are one or two reasons why a supply item is not on hand:  Either during 
the previous weeks the item was used up, or an unexpected amount of children 
are on hand and there are not enough supplies to go around.  Here is what you 
can do: 
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Notify the wandering classroom coordinator that you need an item for the 

morning’s lesson.  They will check in with the class each Sunday 

morning.  Extra copies can be made on the in-house copier located on 

the top floor and often items can be found in the supply closet. 

Note when an item is almost gone by writing a quick note that can be 

placed inside the supply bin.  As classroom, supplies are not weekly 

inventoried and we rely on the previous week’s leaders to notify us if we 

are running low.  If this doesn’t happen we could run out of a supply item.     

STUDENTS 

AGE BREAK DOWNS 

Our Preteen ministry is specifically designed for children in 4th and 5th grades.  
Children who do not meet these grade requirement are asked to join our 
Preschool, Lower Elementary or Middle School programs as appropriate.   

Teaching methods and activities are geared to meet each age group’s cognitive, 
social, spiritual, and physical abilities.   

BREAKDOWN: 

 Kindergarten and 1st Grade:  Classroom #1 

 2nd and 3rd Grade:  Classroom #2 

 Preschool:  3 to 5 year olds:  Classroom #8 

 Middle School:  Youth Lounge @ 10:50 am 

NAME TAGS 

For the safety and security of our children all children must wear a name tag.  
Name tags are generated at the Children’s Check-In Kiosk up in the fellowship 
hall.  In addition to the child’s name, each tag contains class location, allergy 
information and a parent’s phone number.   

 

NEW STUDENTS 

Greeting new students and their families is always a top priority for our teaching 
staff.  Our goal is to help each new family feel comfortable and safe while 
dropping off their children within our environment.  We can accomplish this by: 

 Greeting new families at the door of our environment. 

 Introducing yourself to both child and parents 

 Explaining to the parents briefly what we do in class and what the 

child can expect during their time with us.  Give them a parent 

information sheet and class schedule.   

 Insure that child has a name tag with appropriate contact information 

on it.  If not, ask the parents to complete a Child Information Card 

and hand-write a name tag, explaining that next time they can check 

in at our Kiosk.   

 Walk with the child into the classroom and introduce them to a 

dependable group member who can welcome them into their activity. 
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STUDENT EXPECTATIONS 

As a teaching staff we have a responsibility to help children understand what is 
expected of them in class.  God asks them to not only love Him, but to love 
others too.  Our classroom environments are training grounds for putting God’s 
desires into action.  As a training ground, children will need reminders and 
encouragement.  You’ll find yourself repeating expectations all the time, but that 
is OK.  

In our preteen world we invite our students to help modify the expectations to 
establish an environment where everyone’s input is valued.  Preteens love being 
part of this decision making process and by including them in the process, staff 
find it easier to hold students accountable to the expectations.    

While each year’s terminology might be different here are the general 
expectations that you can expect to hold preteens accountable to.  

 We use words that can build up our friends and leaders. 

 We respect our leaders by listening and obeying at all times. 

 We respect our friends by raising our hand and waiting for our turn to 

talk. 

 We respect each other by keeping personally shared information 

inside our small group.    

 We take care of our classroom by cleaning up after ourselves and 

using supplies, materials, and furniture appropriately.     

BEHAVIOR MODIFICATION 

When students hit the preteen world, discipline techniques previously used may 
not be helpful.  Sending children out of the room, pointing them out in the group 
or talking with their parents to prematurely each have the potential to breakdown 
the leader/student relationship and the potential for faith formation.  Our role as 
leaders is to help our students choose appropriate behavior, help them discover 
how their inappropriate leads to natural consequences or social messages they 
may not want, and to personally demonstrate the appropriate and kind behavior 
that Jesus asks of his followers.  Here are a few things to keep in mind. 

 Leader Tips: 

 Every student is a child of God, designed by Him whom He loves.  
Remind yourself of this even when a student’s chosen behavior is 
driving you nuts. 

 Leaders have a tendency to associate certain behavior with only one 
student when multiple students may be part of the problem.  To 
alleviate the problem, make sure that you are aware of your 
reactions so they are fair across the board and you are not singling 
out one student.   

 Allow yourself a time to breath.  We need to make sure kids are 
protected from our feelings of frustration.  This might mean that the 
best person to talk with the student might be another leader.   

Behavior Modification Tips: 

 Non-verbal communication techniques can be implemented 
without disruptions to the whole class.   

o Eye contact 
o Hand gesture (finger to your lips) 
o Proximity control (moving to the disruptive student) 



 
11 

 Modeling: Acknowledge acceptable behavior, giving thanks for 
students who are choosing to do the right thing.  

 Random Questions: During group time don’t always call on the kids 
who want to share or have their hands raised.  Say “I’d like to hear 
what ___ thinks if you don’t mind or” “_____ do you have any 
thoughts on our subject?”.  If students know that you might call on 
them, they are apt to pay closer attention. 

 Private Conference:  Pull the student aside to figure out why they 
are choosing to display inappropriate behavior.  “What’s going on?”  
“You seem to be unengaged today, can you tell me why?”  “I noticed 
that there might be a problem with you and … can you tell me why?”  

 Link the problematic behavior to an expectation.  Students may 
not see that what they are doing is wrong.    

 Problem Solving: “How can I help you choose to behave in a 
manner that respects our lesson time?”  “Let’s try and figure a way to 
help you become a part of our group.” “What might be a more 
appropriate behavior to display when you are feeling this way?”  

 Give the Student a Task: A simple task that they can do might be 
just the right thing to help a student get back on track.  Not only may 
it eliminate the disruptive behavior but it also helps the kid feel good 
about themselves and that they are a part of our group.  Suggested 
tasks:  handing out papers, clicking slide for AV, and stocking the 
cocoa area.  

*Please note though that extreme misbehavior is a cause for parental 
involvement.  Fighting, destroying church property, bringing weapons or drugs 
on campus and threats on persons are never appropriate.  When the student, 
other children and our staff’s safety are in question we must respond quickly and 
include our student’s parents in on the issues and resulting consequences.   
Contact your supervising staff immediately if you witness such behavior who will 
then arrange for an immediate conference between all affected parties.   

RESTROOM  BREAKS 

Undoubtedly during your morning someone will ask to use the restroom.  For the 
most part we choose to believe a request to use the restroom is genuine.   Here 
are some tips and policies that we can implement to help minimize disruptions 
and keep everyone safe. 

Set up the expectations that students should use the restroom facilities 

prior to the beginning of Large Group.   

 

Our preteens don’t need to ask for permission to go to the restroom but 

instead should just quietly get up and go under the following 

circumstances.   

 Take they take a Buddy: For safety reasons, children must be in 

the company of someone else: Typically in our 4-5th grade world 

this can mean a buddy.  

 That they return in reasonable amount of time (3 minutes)  

 

If you find yourself needing to accompany a child to the restroom, direct 

the children to use the facilities while you remain outside.  Only enter the 

restroom to assist a child when called upon, leaving the main door open.   
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INCENTIVE PROGRAM 

Incentive programs within children’s ministry are designed to encourage the faith 
habits of our students.  In the Preteen class, student input is a vital part of the 
incentive program’s success.  Students therefore are part of the incentive 
program’s design process.  They help determine which behavior to track and 
what appropriate awards will be delivered.  Once determined, the incentive 
program’s parameters will be posted in class.   

Any incentive program is only as good as it’s incorporating into the daily routine 
of class.  To be successful leaders should:  

 Regularly remind students of the programs goals and how they can 
personally accomplish them. 

 Track accomplishments weekly 

 Award program “points” consistently and fairly 

CLASSROOM CLEAN-UP 

When class is complete please help us prepare the room for our weekly 
scheduled activities by doing the following: 

 Returning all supplies to their designated area. 

 If moved, return furniture to its original location.   

 Wipe down tables. 

 Vacuum as necessary 

VOLUNTEER POLICIES AND PROCEDURES 

SUPERVISION OF CHILDREN 

  The Children’s Ministry staff and volunteers are responsible for the supervision 
of children during ministry activities, including observing the environment and 
equipment for unsafe situations, removing children from potentially dangerous 
conditions, and reporting problems immediately. Ministry staff should make sure 
that anyone who has not been successfully screened does not have 
unsupervised access to children. Supervision of children will be guided by the 

two‐adult rule described in the next section.  

Parents are responsible for their children up until the time the activity is 
scheduled to begin and after the activity’s scheduled ending time. Leaders are 
responsible for informing parents of the beginning and ending times. When 
children arrive to any church ministry or program, they are expected to remain in 
that program until the program ends and supervision is transferred back to 
parents. Children may not leave the program early without a parent’s permission. 
A child’s failure to follow this policy will be considered unacceptable behavior, 
and discipline policies will be enforced (see separate section on discipline). 
Children’s ministry leaders are not responsible for children who do not show up 
at a ministry activity, even if their parents believe they are at the activity. 

TWO ADULT RULE 

The Two‐Adult Rule states that there must always be two non‐related adults 
present when supervising one or more children. This rule is designed for the 
safety of children as well as adults, and is required across all ministry areas with 
few exceptions (see guidelines for these cases below). Planning ahead will help 
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avoid the potential of being alone with one or more children. Compliance to the 

two‐adult rule includes the following:  

 There must always be two volunteer approved adults present when 
supervising one or more children.  

 The adults must not be related family members (a married couple 
would be considered “related”). If two related adults are teaching 
together, a third screened person must be in attendance.  

 The adults should be in sight of each other at all times. Exceptions to 

the Two‐Adult Rule  

The purpose of the Two‐Adult Rule is to make sure the actions of any one leader 
are known to at least one other leader and to encourage leaders to support each 

other in ministry. Guidelines for exceptions to the Two‐Adult Rule (outlined 
below) follow this same idea—that even when only one adult is present, the 
actions of that leader are known and visible to others. This is accomplished by 
visible and public locations, as well as communication with other ministry staff. 
Unplanned Situations with Only One Adult Occasionally, leaders will find 
themselves without another adult present due to unforeseen circumstances. The 
following procedures should be followed.  

• Immediately inform the Program Director, Director of Children’s 
Ministry or Associate Director of Children’s Ministry  

• Visible location‐‐For any time when there is only one adult present, 
the group must be in a location that is visible to others with an 
unobstructed window, open door, etc.  

Youth Serving as Leaders We encourage older children to serve as leaders for 
children in younger grades. A youth leader, age 13 or older, may count as an 

adult under the Two‐Adult Rule.  

CHECK IN AND CHECK OUT PROCEDURES 

Parents are responsible for their child until their child is checked into and once 
their child is checked out of a church ministry program. Programs serving 
children from Nursery through Grade 3 should have check in and out procedures 
which require the parent to sign in when they bring the child to the program and 
sign out when they pick up the child at the end of the program. This means that 
parents are expected to escort their child to the check in area and that children in 
Nursery through Grade 3 should not be released from a program or activity 
without parents coming to pick them up and signing them out. Children may not 
leave the program early without a parent’s permission. If a child wanders away 
from the program or leaves the church campus without a parent’s permission, an 
adult leader should immediately alert the Program Director who will contact the 
parents. 

BATHROOM PROCEDURES 

When available, Preschool and Kindergarten children use the restrooms within 
the classrooms. Adults must not enter a private restroom with a child. If there are 
no restrooms within the classroom, children are allowed to use the public 
restrooms located in the halls. Children up to 5th grade must be escorted to the 
restroom.  If escorted by an adult (16 years or older) the escort must take at least 
2 children of the same gender. Once at the restroom the escort must determine if 
anyone is in the restroom. If the restroom is empty, the children may go in and 
the escort must remain outside the restroom and listen for the children in the 
restroom. If someone is in the restroom, enter the restroom with the children (if 
same gender) or wait until it is empty. If another person arrives, go into the 
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restroom (if it’s for your gender) and stay there while the children use the facility. 
It is understood that having an adult taking children to the bathroom may leave 
one adult alone in the room with multiple children for a short period of time. 

DISCIPLINE  

The number one rule in ministry with children is that each of us is a Child of God 
and should be treated with the kind of respect, love, and support that is expected 
by the commandment in Scripture to love one another. Clear rules and 
expectations and consistent messages about behavior are the key to effective 
discipline procedures. Occasionally, children have trouble following the rules or 
display disruptive behavior. In these cases, the following steps will be taken.  

1. The teacher or leader will talk with the child and state clearly what the 
problem behavior is and what the child should do instead. For a younger 
child, the leader will attempt to redirect the child to another activity.  

2. If the child continues to exhibit problem behavior, the teacher/leader 
will give a warning to the child and have the program or ministry area 
leader talk individually to the child. 

 3. Upon the third warning, the child will be removed from the activity and 
a parent will be contacted. Unless otherwise discussed with a parent, the 
child will be welcomed back at the next ministry activity 

PHYSICAL CONTACT  

Respect, safety, and appropriate boundaries are the guiding principles for 
physical contact between ministry leaders and children. The guidelines below are 
intended to avoid contact that is or may appear threatening or inappropriate. 
Love and affection are part of church life and ministry. There are many ways to 
demonstrate affection while maintaining positive and safe boundaries with 
children and youth. Examples of positive and appropriate forms of affection:  

• Brief hugs or side hugs  
• Pats on the shoulder or back  
• Handshakes  

• High‐fives, hand slapping and fist taps  
• Verbal praise  
• Touching hands, faces, shoulders and arms of children or youth  
• Arm around shoulders  
• Holding hands while walking with small children  
• Sitting beside small children  
• Kneeling or bending down for hugs with small children 
 • Holding hands during group prayer 
 

The following forms of affection are considered inappropriate with children and 
youth in ministry.  

• Inappropriate or lengthy embraces  
• Kisses 
 • Holding children over three years old on the lap.  
• Touching bottoms, chests or genital areas other than for appropriate 
diapering or toileting of infants and toddlers.  
• Showing affection in isolated areas such as bedrooms, closets, staff 
only areas or other private rooms. 
• Occupying a bed with a child or youth 
 • Wrestling with children or youth  
• Tickling children or youth  



 
15 

• Piggyback rides  
• Any type of massage given by a child or youth to an adult  
• Any type of massage given by an adult to a child or youth  
• Any form of unwanted affection 
 • Comments or compliments (spoken, written, or electronic) that relate to 
physique or body development 
 • Snapping bras or giving wedgies or similar touch of underwear whether 
or not it is covered by other clothing  
• Giving gifts or money to individual children or youth  
• Private meals with individual children or youth 

RESPONDING & REPORTING  

All leaders and volunteers are expected to report any suspicious, careless, or 
problematic behavior of adults and youth leaders to their supervisor. Leaders 
should trust their instinct if something doesn’t look quite right. If a leader notices 
any signs that a child may have been abused or neglected, concerns should be 
reported immediately to the supervisor. It is very important to report any incidents 
or behavior that could possibly be considered signs of abuse. Overreacting is 
better than under reacting. The supervisor will decide how to proceed or will 
consult with church staff members about how to respond. Concerns about 
suspected or actual child abuse or the behaviors of leaders and volunteers 
should be shared only with the program supervisor and those directly involved in 
the reporting process (e.g., church staff members, Child Protective Services) and 
not with anyone else. 

SCREENING AND TRAINING:  

Screening and Training can be done in any order, but all components are 
required to become an approved Children’s Ministry Volunteer. You only need to 
complete these tasks once to become approved. There is bi-annual 
recertification is also required. Screening and training include:  

• Attending 1 ½ hour training session (online or in person) 

• Reviewing and understanding General Safe Church Principals and this 
document  

• Completing a criminal background check form resulting in clearance 
acceptance 

CHILD ABUSE 

SYMPTOMS OF CHILD SEXUAL ABUSE 

If you suspect a child or youth to be the victim of sexual abuse, please notify one 
of the department heads or pastors as soon as possible. We will assist you in 
filing the appropriate reports to investigate the child’s situation. 

Be familiar with signs and symptoms of sexual abuse, but use caution when 
identifying them. Other trauma in a child's life may cause similar symptoms. Not 
any one indicator would confirm sexual abuse, but identification of several should 
cause concern. Allow each indicator to raise a "red flag" in your mind. 

Child sexual abuse is: any sexual activity with a child (anyone under the age of 
18), whether in the home, a daycare situation, or any other setting. The abuser 
may be an adult, an adolescent or another child, known or unknown to the victim. 
Child sexual abuse can be violent or nonviolent. All child sexual abuse is an 
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exploitation of a child's vulnerability and powerlessness in which the abuser is 
fully responsible for the actions. 

Child sexual abuse is CRIMINAL BEHAVIOR that involves children in sexual 
behaviors for which they are not personally, socially and developmentally ready. 

Child sexual abuse includes behaviors that include touching and non-touching 
aspects: 

Nontouching 

 verbal comments 

 exhibitionism 

 obscene phone calls 

 allowing children to witness sexual acts 

 allowing children to witness or view pornographic material 

Touching 

 fondling 

 oral, genital and anal penetration 

 intercourse 

 forcible rape 

Physical signs may include lacerations and bruises. 

Older children may react in these ways: 

 depression 

 poor self-image 

 chemical abuse 

 suicide attempts 

 limited social life 

 truancy 

 change in school performance 

 running away or aversion toward going home 

 self-mutilations such as cutting, burning, tattooing 

 overtly seductive behavior/promiscuity/prostitution 

 attention-getting or delinquent behavior 

 recurrent infections, cramping or abdominal pains, muscle aches, 

dizziness, gagging, headaches 

 eating disorders such as anorexia, obesity, sudden weight gain and 

sudden weight loss 

Young children may exhibit these signs: 

 bed-wetting 

 fecal soiling 

 excessive masturbation 

 clinging/whining 

 regression to more infantile behavior 

 withdrawal 

 frequent genital infections 

 unexplained gagging 

 agitation, hyperactivity, irritability 

 aggressiveness 

 loss of appetite 
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 nightmares and other sleeping disturbances 

 explicit sexual knowledge, behavior or language unusual for the child's 

age 

Verbal signs may include statements similar to these: 

• I don’t like [a particular person] 

• [A particular person] does things to me when we are alone 

• I don’t like to be alone with [a particular person] 

• [A particular person] fooled around with me 

SYMPTOMS OF TEEN DEPRESSION 

What happens prior to the tragedy of a teenager who puts a gun to his head or a 
razor blade to his wrist? Usually, this child has been enveloped by feelings of 
despair – a sense of being helpless and hopeless, a belief that no way out exists 
other than death. 

For some this attitude develops gradually over an extended period of time. For 
others, especially those with an impulsive personality or those involved in alcohol 
and/or drug abuse, the decision can be made more rapidly. By being alert to the 
warning signals exhibited by distressed adolescents, parents, teachers, and 
friends can act quickly and knowledgeably to avert the suicidal action. Be familiar 
with signs and symptoms of teen depression, but use caution when identifying 
them. Other trauma in a child's life may cause similar symptoms. Not any one 
indicator would confirm teen depression or suicidal behavior, but identification of 
several should cause concern. Allow each indicator to raise a "red flag" in your 
mind. 

The warning signals are disguised cries for help made by confused and 
desperate teens. If someone is considering suicide, you may be able to identify 
several of the following behaviors: 

 Is the person suffering a severe depression that seems to be continuing 

and that may have been caused by a serious loss of some sort (loss of a 

parents or friend, breakup of a romance, academic or social failure, 

etc.)? 

 Is the person suddenly backing off from people and formerly enjoyable 

activities  

 Is the person giving away prized possessions? 

 Is the person suddenly doing poorly in school? 

 Is the person writing or making statements that suggest a wish to die, or 

to escape, or that suggest a final departure ("I wish I were dead" . . . 

"Who needs this world" . . ."Soon it'll be all over" . . ."I can't take anymore 

of this" . . ."You won't have to worry about me much longer"). 

 Does the person seem unusually hostile and aggressive, getting into 

physical fights and uncharacteristically defying those in authority? 

 Has the person threatened to commit suicide? 

 Has the person attempted suicide in the past? 

 Is the person acting in a strange manner, behaving illogically and 
seemingly out of touch with reality? 

 Is the person suddenly very happy after a prolonged episode of 
depression and despair? (Sometimes the reason the depression has 
lifted is the person has decided to go ahead with the suicide attempt.) 

 Is there deterioration in the person's personal appearance and 
grooming? 
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 Are there changes in eating and sleeping habits? 

 Are there abrupt mood swings or problems with concentration? 

 Is there substance abuse (alcohol and/or drug)? 

 Does the person exhibit hopelessness or impulsiveness, or have an 
obsession with death -- wishing death, or drawing up a will? 
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ACKNOWLEDGEMENT OF RECIEPT 

The Children’s Ministry Handbook/Policies & Procedures Manual contains 
important information about serving with Marine View Presbyterian Church. I 
understand that I should consult the Preschool Director or Director of Children’s 
Ministry if I have any questions that are not answered in this handbook.  

I also acknowledge that revisions to this handbook may occur at any time.  

My signature below acknowledges that I have received and read this entire 
handbook/ manual. My signature also indicates that I agree to serve faithfully and 
to comply with and adhere to the policies and procedures outlined in this 
handbook/manual. 

 

 ___________________________________  ____________________  

Signature      Date  

 

___________________________________  

Printed Name 

 

 

 ___________________________________  ____________________ 
Director of Children’s Ministry    Date 


