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LWEFC Core values 

 Learning God’s word is a lifetime process 

 Well-balanced Christian education 

 Creative and hands-on learning will mark our education style 

 Safe, loving, and child-friendly environment 

 Supports parents in leading their children in spiritual development 

 

LWEFC children`s ministry key verse 

II Timothy 3:15 

And how from infancy you have known the Holy Scriptures, which are able to make you 

wise for salvation through faith in Christ Jesus. 

 

LWEFC children`s ministry key Chapter 

My Son, if you accept my words and store up my commands within you,  turning your 

ear to wisdom and applying your heart to understanding,  and if you call out for insight 

and cry aloud for understanding, and if you look for it as for silver and search for it as 

for hidden treasure,  then you will understand the fear of the LORD and find the 

knowledge of God.  For the LORD gives wisdom, and from his mouth come knowledge 

and understanding.  He holds victory in store for the upright, he is a shield to those 

whose walk is blameless,  for he guards the course of the just and protects the way of his 

faithful ones.  Then you will understand what is right and just and fair--every good path.  

For wisdom will enter your heart, and knowledge will be pleasant to your soul.  

Discretion will protect you, and understanding will guard you. 

 

LWEFC  Discipleship Plan 

It is our goal to challenge kids to connect with God, connect with the bible, connect with 

the church, and connect with the world. These “4 connects” are woven through the 

LWEFC curriculum, and are measured throughout the year with various methods. 

High School - 9th to 12th grade 

Middle School - Youth 6th to 8th grade 

Awana-  pre- school to 6th grade 

Cross Walk for KIDS - Kindergarten to 5th grade  

Nursery 

 

Children’s Ministry  

 Peer Outreach 

 Topical Bible Study 

 Large Group Life Application 

 Celebration Worship 

 Trendy Fun! 

 Scripture Memory 

 Small Group Community 

 Scripture Memory For Families 
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One-2-One 

One-2-One Is available during most of out children’s programs and is designed for 

families with children who have special needs, disabilities, or those who need some extra 

help in any LWEFC  ministry. It is One-2-One’s goal to give every child the opportunity 

to experience Jesus in a way that is personal to them and their needs.  

 

Welcome 

We love LWEFC  volunteers. You are a gift that God has entrusted us with, and we 

appreciate you. Without our volunteers, there would be no LWEFC  programs. Children 

are being reached with Gods love and the gospel of Christ each week through our 

volunteers. 

 

Benefits and blessings 

As you worship the Lord through serving in children`s ministry, we believe that you will- 

-grow spiritually as you prepare each week. 

-feel the personal satisfaction of knowing you have done your best to share the love of 

Christ with children. 

-experience the joy of seeing children come to faith through Jesus Christ and grow in 

their relationship with him. 

-meet new people make new friends and enjoy fellowship with other believers who are 

serving at LWEFC. 

 

Volunteer placement 

We sincerely want each volunteer to connect with their church by serving in an area 

where they can use their God given talents, abilities, strengths and spiritual gifts. We are 

continually working to refine the ways in which we place a volunteer into an appropriate 

ministry position. If you are interested in serving in a different ministry area, please 

contact your ministry leader or the youth pastor. We would be more than happy to assist 

you in exploring a new area of ministry for a time of refreshment or renewal or to care for 

personal or family situations. Please contact a staff member as soon as possible if you 

find yourself in this situation. We want to support you in whatever your needs may be. 

 

Youth volunteer guidelines 

Youth volunteers are an important part of LWEFC. To ensure that both youth volunteers 

and LWEFC children have a positive experience. Youth volunteers need to demonstrate a 

level of emotional and spiritual maturity needed to meet the requirements of the volunteer 

position. The age guidelines below much also are met for a youth to serve in the 

following areas: 

 

Awana 

Cubbies: 7th grade and up 

Sparks: 7th grade and up 

T&T: 9th grade and up 

Cross Walk for KIDS 

Early childhood: 6th grade and up 

Preschool: 6th grade and up 
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Standards of excellence 

We love to have fun at LWEFC, but we recognize that kingdom work is serious business. 

We hold out volunteers to the highest standards, and all volunteers are expected to 

maintain the following standards of excellence. We understand that no one has a perfect 

life, but we would like to be able to talk and walk with you if it becomes obvious that you 

are struggling in one of the areas listed below. 

 

1. Faith in Jesus Christ 

Since our ultimate goal at LWEFC  is to lead kids to Christ and help them in their 

Christian life, volunteers need to have a personal relationship with Christ themselves. If 

you are unsure of where you stand in your relationship with God, please talk to one of the 

pastors or staff members at LWEFC. We would love to look in God’s word with you and 

show you how to know for sure that you are saved and a child of God. 

John 3:16 

For God so loved the world that he gave his one and only Son, that whoever believes in 

him shall not perish but have eternal life 

 

2. Spiritual growth 

A healthy spiritual diet is necessary for all leaders. Check your diet with the following 

questions: how much time have I spent with my personal devotions? How much time do I 

watch TV? How much time do I spend with my complete family? How much time do I 

spend alone with my spouse in meaningful conversation? How much time do I spend in 

prayer? Am I memorizing God’s Word? 

1 Peter 2:2 

Like newborn babies, crave pure spiritual milk, so that by it you may grow up in your 

salvation 

Ephesians 6:13-18 
13 Therefore put on the full armor of God, so that when the day of evil comes, you may be 

able to stand your ground, and after you have done everything, to stand. 14 Stand firm 

then, with the belt of truth buckled around your waist, with the breastplate of 

righteousness in place, 15 and with your feet fitted with the readiness that comes from the 

gospel of peace. 16 In addition to all this, take up the shield of faith, with which you can 

extinguish all the flaming arrows of the evil one. 17 Take the helmet of salvation and the 

sword of the Spirit, which is the word of God. 

 

3. Love 

Ministry and serving in the church should be motivated by love for children and Jesus 

Christ, not out of guilt, a feeling of obligation, or a desire to build ourselves up. A 

commitment to serving at LWEFC should be made with prayerful consideration. 

 

1 Corinthians 13:1-3 
1 If I speak in the tongues of men or of angels, but do not have love, I am only a 

resounding gong or a clanging cymbal. 2 If I have the gift of prophecy and can fathom all 

mysteries and all knowledge, and if I have a faith that can move mountains, but do not 

have love, I am nothing. 3 If I give all I possess to the poor and give over my body to 

hardship that I may boast, but do not have love, I gain nothing. 
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4. An example in Christian character 

As a volunteer, you are in a “fish bowl”. You are being watched-by both children and 

their families-even outside LWEFC. LWEFC volunteers should be positive examples and 

a Godly influence on the children they minister to. By refraining from activities that do 

not glorify or honor God in “gray areas” volunteers express that they are sensitive to the 

convictions of others in both their actions and conversations. 

Titus 2:6-7 
6 Similarly, encourage the young men to be self-controlled. 7 In everything set them an 

example by doing what is good. In your teaching show integrity, seriousness 

 1 Corinthians 6:19-20 
19 Do you not know that your bodies are temples of the Holy Spirit, who is in you, whom 

you have received from God? You are not your own; 20 you were bought at a price. 

Therefore honor God with your bodies. 

 

5. Regular church attendance 

This includes attending regular worship services and other church events. 

 

 6. Encouraging in speech 
Our words should be encouraging, uplifting, and positive. There should be no insults, cut-

downs, gossip, slander or any talk where anyone may be hurt, especially in the presence 

of children. Humor should reflect a walk with God. 

Colossians 3:7-8  
6 Let your conversation be always full of grace, seasoned with salt, so that you may know 

how to answer everyone 

1 Peter 4:11 

 If anyone speaks, they should do so as one who speaks the very words of God. If anyone 

serves, they should do so with the strength God provides, so that in all things God may be 

praised through Jesus Christ. To him be the glory and the power forever and ever. Amen. 

 

7. Preparation and ongoing training and development 

Our service to the Lord should be done in the highest standards. Volunteers should come 

prepared each week with a full understanding of the lesson and truths that are going to be 

presented. To determine your preparation time, ask yourself this question: “If I knew 

Jesus was physically going to show up in my class, would I be excited to show him my 

class in action?” This also involves faithfully attending meetings and trainings that are 

required or offered. 

 

2 Timothy 2:15 
15 Do your best to present yourself to God as one approved, a worker who does not need 

to be ashamed and who correctly handles the word of truth. 

 

1 Peter 4:10 
10 Each of you should use whatever gift you have received to serve others, as faithful 

stewards of God’s grace in its various forms. 
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8. Faithful in commitments made 

When you give your word, keep it. If you say you will do something, or be somewhere, 

follow through on it. If something happens where you cannot, then communicate so that 

those affected can take necessary action. If necessary, find a sub. to take your place. 

1 Corinthians 4:2 
2 Now it is required that those who have been given a trust must prove faithful. 

 Proverbs 28:20 
20 A faithful person will be richly blessed, but one eager to get rich will not go 

unpunished. 

 

9. Respectful of Authority 

In word, action, and attitude. If you disagree with another volunteer or one placed in a 

position of authority, approach them humbly and in private. Give respect to church 

procedures by following them. 

1 Peter 2:17 
17 Show proper respect to everyone, love the family of believers, fear God, honor the 

emperor 

 

10. Teachable in spirit 

This is an important trait for any volunteer who is seeking to serve the Lord. We all have 

weaknesses, but if we remain teachable there is always hope. We must be able to listen to 

constructive criticism and prayerfully consider the input of others. We do not need to 

always agree, but if we fail to listen, we hurt only ourselves and rob ourselves of another 

chance to grow. 

Proverbs 12:15 
15 The way of fools seems right to them, but the wise listen to advice. 

Proverbs 13:10 
10 Where there is strife, there is pride, but wisdom is found in those who take advice. 

Proverbs 19:20: 
20 Listen to advice and accept discipline, and at the end you will be counted among the 

wise. 

 

Safety and Security 

Volunteer qualifications 

As our church continues to grow, our goal at LWEFC is to have only screened and 

approved volunteers serving in children`s ministry so that we can be as safe and effective 

as possible. Every volunteer is expected to complete a LWEFC ministry application. The 

application includes question`s on personal background, work experience, previous 

church service, and spiritual background. A criminal background check is completed on 

each adult applicant. 
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Church membership requirement 

Church membership is encouraged for anyone who is teaching the word of God at Lake 

Wisconsin Evangelical Free church. This ensures consistent teaching throughout all areas 

in the church. This applies to any volunteer in LWEFC who is “teaching with the bible 

open”. Those who are placed in LWEFC teaching roles who are not yet members are 

asked to attend the next scheduled membership class. 

 

Dismissal for children 

Sunday morning: kids must stay in the room with leaders present until a parent or adult 

picks them up. 

Cubbies: parents have to pick them up. 

Sparks: parents have to pick them up. 

T&T: parents have to pick them up. 

 

LWEFC Volunteer and staff identification 

Every volunteer working at LWEFC when children are present should be wearing a 

lanyard and nametag. This should identify approved workers that can work with children. 

If you forget your lanyard, or you lose it, contact your Awana secretary or children`s 

ministry director to sign out a temporary one, or put in a request for a new one if 

necessary. Lanyards should not leave LWEFC. During Awana, all volunteers need to be 

in correct uniform for their area of work. 

 

Ratios and accountability 

Two volunteers should be in the room when children are present. Classes and rooms will 

be structured to include a minimum of two adults. Volunteers should work with children 

in rooms that have uncovered windows, or the door must be left open if the room has no 

window. Lights in all rooms shall be left on during all LWEFC activities, even when no 

one is using the room. Doors should always be left unlocked. Speaking with children one 

on one should be done in public setting where a volunteer is in sight of other people. 

 

 

Volunteer/child ratios 

Every effort will be made to follow the following volunteer/child ratios. If a volunteer 

finds him or herself with more children desiring to check in than what is recommended 

per the ratios, the volunteer should stop checking children in and notify the Team Leader 

or staff person, who will decide how to handle the situation. 

Infants: 1:3 

Walkers (12-23 months): 1:5 

Runners (2 year olds): 1:6 

Preschool: 1:8 
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Guidelines to physical contact 

Any physical contact between a volunteer and a child that would provide or is intended to 

provide any form of sexual gratification it’s strictly prohibited. 

Limited physical contacts such as a pat on the back, or on the head, or a hand shake are 

permissible. Hugs are permissible within the sight of others. The volunteer must avoid 

any prolonged hugs and must stop a hug immediately upon request by the child. 

Elementary children should not be allowed to sit on the lap of a volunteer. Older toddlers 

and preschool children should be discouraged from sitting on laps, but if it would provide 

comfort or reassurance to the child, the child should sit in the volunteer’s knees. Infants 

and young toddlers can sit on a volunteer’s lap for provision of care and comfort. 

Physical comfort should only be initiated by the child. 

 

Volunteers may not abuse children including but not limited to: 

-Physical abuse- e.g. strike, spank, shake, slap, or set down hard 

-Verbal/mental abuse- e.g. humiliate , degrade, threaten, and yell 

Sexual abuse of any kind, including inappropriate touching and exposure 

Any inappropriate conduct or relationship between a volunteer and a child must be 

confronted immediately and reported to a LWEFC staff member. 

 

Restroom procedures 

The goal of the LWEFC restroom policy is to protect children from any adult with wrong  

motives, prevent misbehavior, provide assistance when needed, and protect volunteers 

from false accusations. 

 

Early childhood: 

For infants and toddlers, only adult women are allowed to change diapers and take 

children into the bathroom. Always have 2 adults in viewing distance of each other when 

a child is taken to the bathroom. Bathroom doors should be left open.  

 

Pre-school: 

One volunteer may take a child to the bathroom, but that volunteer must remain outside 

the bathroom. If a child needs help in the bathroom, only females are allowed to enter the 

bathroom and help. If the volunteer must go in the bathroom, another volunteer or staff 

member needs to be in view of the volunteer helping the child. Women can go into the 

boy’s restroom if necessary. Simply ask if there is anyone in there before going in-again, 

remembering that must have someone in view of you. Young pre-k boys can be taken 

into the girl’s restroom if there are older boys in the restroom and it would be 

inappropriate for a woman to enter. 

Avoid taking a large group of children to the bathroom at once. Two children at the most 

should be using the bathroom at one time. Bathroom doors should be left open. 
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Elementary: 

Elementary students should go to the bathroom one at a time. A bathroom pass will be 

given to the child by a volunteer. In the rare case that an elementary child would need 

assistance in the bathroom, the pre-school guidelines would apply. If there are only two 

leaders in the classroom find a leader from a different class to help. Bathroom doors 

should be left open. 

 

Reporting abuse 

Anyone who has reasonable grounds to believe a child a child has been or is being abused 

needs to report the possible abuse. The report should be made to your ministry leader, 

pastor, or youth pastor. Suspicions of abuse should be confined only to the ministry 

leader and a staff member. If a child comes to you with information regarding abuse, do 

not promise the child you will not tell anyone. Be sure to take his or her word seriously. 

Don’t deny the problem, but stay calm and listen to the student. Give emotional support, 

reminding the child that he or she is not at fault and that he or she was right in telling you 

about the problem. 

 

Medical conditions/allergies 

For children with serious medical conditions and/or allergies, parents are responsible for 

placing appropriate LWEFC provided stickers on their Childs nametag. Stickers are 

provided for most common allergies that affect children, including asthma, wheat, dairy, 

eggs, and peanuts. Stickers are available for children for children who should not receive 

any LWEFC provided snack, and children who bring their own snack due to severe 

allergies. (Pre-School and under). In addition, a medical alert sticker is available for 

children for children who have major health concerns that may affect them during their 

stay with us, such as seizures or other issues that the parent believes we should be aware 

of. This sticker is not intended for children  with allergic reactions to certain medications, 

as we will never dispense medicine in LWEFC. Volunteers are responsible for checking 

the nametag of children in their care and responding in a reasonably appropriate manner. 

 

Emergency procedures 

Emergency flip cards that include major emergency procedures are located near the 

phone. Each packet lists the room number in the back. Please refer to these cards in the 

event of an emergency. 

-Washing with soap & water, covering with Band-aids, and applying ice packs are the 

only first aid procedures allowed. 

- When handling blood, always use rubber gloves, which can be found in the first aid kits. 

- For a major injury, contact the family registration desk and a LWEFC staff will be 

contacted immediately. 

- For any injury or incident an injury report must be filled out. 

- Any biting must be reported to LWEFC staff and to both parents. 

- Report any unusual bruises, cuts, or burns to LWEFC staff. 
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Cancellations 

In case of severe weather such as snow, ice, wind, or extreme low temperatures, activities 

at LWEFC will be canceled at least one hour in advance. Cancellations will be 

announced by email and radio (WNWC 102.5) 

Evacuation/Fire 

In the event of a fire, each room will be responsible for getting children out of the 

building to the designated meeting place. Each room has an evacuation route posted by 

the door. Everyone must remain calm. Under no circumstances should children be 

released to parents without the approval of a LWEFC staff member. All children must be 

present and accounted for outside of the building. 

 

LWEFC weather alert 

 

Weather conditions 

A weather radio will be in the LWEFC office to monitor weather conditions. 

Wind- 80 mph or more. 

Tornado watch 

Severe thunderstorm warning 

 

In all above situations you will be notified. 

If you are in AWANA , nursery ,Cross Walk for KIDS stay in your room and wait for 

further instruction. At this point, gather your emergency supplies (first aid kit & flash 

light), make sure your roster is accurate and do a head count. Stay in your classroom until 

otherwise instructed. 

 

In case of a tornado warning- Follow directions below  

When a warning is issued the office will contact LWEFC staff, they will then notify 

teachers to take students to their proper assigned “safe zone”. Parents will be notified to 

stay in their designated area. (LWEFC needs to stay focused on the safety of the 

students.) Parents are putting their child at risk if they try and pick up their students 

during the storm. DO NOT allow parents to take their children if they do come to pick 

them up. Please direct them to a LWEFC staff member who will assist them. This will 

avoid unnecessary confusion. 

 

Before you leave the classroom 

Teacher should do a head count before leaving their classroom, write the number on the 

class roster and bring their class roster with them as they go to their designated area. 

Once in their designated area, double check your class roster so it’s 100% accurate. 

Gather your emergency supplies. 

 

During the storm 

Students should sit cross legged with their backs to the wall. If the storm hits have the 

students cover their heads with their arms. If there is limited room, students should form 

a row in front of the students with their backs to the wall.  Older students should assist 

holding younger children as needed. Stay in your designated area until staff or emergency 

personnel tell you otherwise. 
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After the storm: 

Once you are given the “all clear”, move the children back to their regular classroom. If 

the building is damaged, you will be notified where to take your children (If this area is 

unsafe, you will be instructed to go otherwise.) Bring your class roster, First aid and 

Emergency kits with you. Do a head count! Make sure children go with the right parent!! 

If there are any injuries, DO NOT move the child unless necessary. Have someone stay 

with them while the rest are moved to a safe area. Send someone to report any injuries to 

the emergency personnel. 

Crisis/ Threatening situation 

1. Anyone who sees a potential or imminent threat (defined as a person or situation 

in the church of in the immediate vicinity of the church property that causes a 

possible risk of harm to the people at the church.) should first call the police using 

911. 

2. Contact a LWEFC leader who will contact staff and inform them of the situation 

and the location. 

3. LWEFC staff, leaders, and volunteers are responsible for getting children in the 

safest possible position. Doors should be shut and children should be instructed to 

crouch down in a location that is not visible through a window. Everyone should 

remain in that position until given further instructions. 

 

Above all, DO NOT panic!! Keep a calm attitude during the emergency. Children will 

panic if we do! 

 

Dress code 

Wondering what to wear? Be sure to do the LWEFC modesty check before leaving the 

house.  We want to be dressed so that focus remains on Christ and what we are teaching. 

Guidelines are: clothing should be modest and non-revealing. (No tight fitting clothing, 

low-cut neck lines or backs).  Undergarments must be worn and must not be visible. 

Clothing should always completely cover the torso. Excessively short shorts/skirts are not 

allowed. Shorts and skirts should extend down to within 5 inches of your knees or longer. 

All outfits chosen should be able to withstand the various demands of working around 

children, including bending over and leaning forward. Do not wear clothing that will 

limit your participation in activities. 
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Being on time 

One of your most important responsibilities as a LWEFC volunteer is to be on time! 

Volunteers should be in place 15 minutes before the program begins.  It cannot be said 

enough how important it is. We all know how difficult it is to get out of the house and on 

your way, but recognize that being late causes the following: 

- It frustrates other volunteers who are waiting to be relieved or have to handle to 

many children on their own 

- It presents safety concerns if we cannot meet the ratios and accountability 

standards. 

- You miss a critical opportunity to greet children and their parents and help them 

feel comfortable. 

- Bottom line: PLEASE BE ON TIME! 

Emergency Call  

If you find that you are unable to serve in any LWEFC ministry when scheduled and it is 

to late to reasonably contact your ministry leader, please call the church office. Leave a 

message if no one answers. 

 

Communication Procedures 

 

Written communication guidelines 

In order to present a unified and consistent look for LWEFC the following standards are 

in place. If you need assistance the LWEFC staff is happy to help you. These guidelines 

would include the following forms of communication: 

Flyers/signs/letters: 

Signs= sign up sheets/signs outside your door/instructional signs 

Flyers= anything you hand out to students/parents 

Letters= notes/postcards 

- All the communication listed above must be done on a computer 

- LWEFC staff must approve the content and presentation of the communication 

piece. 

- Information must be presented in a neat and orderly fashion. 

- Information must be proofed for spelling and grammar. 

- If a logo is used, it must be printed in correct form and size. 

- LWEFC reserves the right to make changes as needed in order to enhance the 

flyer. 

- E-mail letters to LWEFC staff for proofing and final printing. 

- Copies will be made by LWEFC staff or volunteers upon approval. 

- LWEFC will print labels, envelopes, postage etc. if needed. 
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Facilities and resources 

 

Room stewardship 

We have been blessed with wonderful facilities. They are a sacred trust from the Lord for 

the purpose of ministry. The following guidelines are in place to help keep our ministry 

rooms in a state that brings glory to God and demonstrates that He is worthy of our best! 

- Always attempt to leave the room better than you found it. 

- Put things back where you found them. 

- Do not leave out-dated materials lying around or on the walls. 

- Do not leave anything on the tables, desks, or on the tops of cabinets. There is no 

guarantee that they will still be there when you return. 

- The room should look neat when you leave. Items left out will be at the discretion 

of the leadership to determine what to do with them. 

- The custodial staff will vacuum and empty trash, but please try and leave the 

room with all the chairs and tables neat and in their proper place. 

- When you leave, look over the room and ask yourself, “Is there anything I can do 

to make it look a bit sharper?” Also, it is wise to ask, “Does the appearance of this 

room speak well of the ministry to visitors?” 

 

Decoration rooms 

We encourage leaders to decorate their rooms according to the theme of the quarter. It is 

your responsibility to make sure the room ALWAYS looks good! Guidelines for 

decorating rooms are as follows: 

- All decorations should be temporary 

- Sticky-tack should be used on walls (avoid tape and tacks) 

- You are encouraged to use items from the resource room rather than buying your 

own. You are free to use whatever you want. However, if you use a large amount 

of an item, please let a staff member know so that item can be replenished. 

Resource Center (children’s church closet) 

 The purpose of the resource center is to provide volunteers with training material, 

supplies, equipment, and media resources so they can effectively teach kids the word of 

God through creative teaching. You can find just about anything in the resource center 

including: 

-stickers 

-craft supplies 

-teaching aids including felt boards 

-costumes and props 

-papers of all colors and sizes 

Lots more! 

NOTE: basic supplies (crayons, glue, scissors, etc.) are also kept in the classrooms. 
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LWEFC Children’s ministry vehicle procedure 

It is ideal that parents deliver and pick up their own children to avoid unnecessary 

incidents or allegations. When this is not possible, official protocol is to be followed. 

-All persons transporting children to LWEFC children’s ministries must be adult, 

licensed drivers with lawful levels of insurance. 

-Volunteers with school age children are allowed to transport the friends of their school 

aged children, so long as permission has been given by the child’s parents and the 

volunteer’s children are also present. 

-Volunteers should never be alone in a vehicle with school age children (other than their 

own) 

-If possible, at least two adults should be present in any vehicle transporting a non-family 

member child. 

-So long as it is not a violation of seat belt or child seat laws and guidelines, children 

should ride in the back seat. 

-If a child has not been picked up by a parent at the end of the night, it must be reported 

to the ministry supervisor. Volunteers are not permitted to take initiative to transport a 

non family member child home without reporting it and receiving permission from the 

head ministry leader. (Even if the child is a neighbor) 

-All traffic seat belt and child seat guidelines must be followed at all times. This includes 

your own children. 

-It is the responsibility of each driver to maintain safety and control of their passengers in 

the parking lot, on the way into the building and on the way out. 

-All LWEFC ministry guidelines apply at all times. 

 

Guidance and discipline 

 

Early childhood discipline guidelines 

Every child that enters LWEFC should expect an environment where he or she can feel 

loved, safe, and accepted. Occasionally, behavior challenges may arise. As a leader it is 

up to you to address these challenges with a positive attitude. Please use the following 

guidelines to correct inappropriate behavior. Remember, your actions (or lack of them) 

will either correct or endorse a childs behavior. 

 

What is discipline? 

Training that helps a child to obey the rules, develop character, and control their 

behavior. 

 

Discipline goal 

The goal of discipline is twofold: First, to immediately stop inappropriate behavior 

(behavior that might hurt a person physically, emotionally, destroy property, or disrupt a 

group.) Secondly, to challenge a child to develop Christ-like behavior 

Discipline should NEVER include any sort of physical touching (Spanking, slapping, 

swatting, shaking, or pulling). Ridicule, sarcasm, threats, or withholding of any sort of 

care from a child are not acceptable forms of discipline. 
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Communication 

 Clearly communicating the expectations and stating limits to the children in a positive 

manner are important children will be more likely to obey the limits with both positive 

statements and simple reasons on why it is important. 

  

Building relationships 

Children will respect you and respond to your leadership when they sense you care about 

them. Spend time getting down at their level and interacting with them. Children stay 

engaged in activities longer when adults take part and model appropriate behavior and 

offer encouragement. 

 

Setting classroom guidelines 

Children need guidelines. It is important our expectations and both clear and consistent.  

Below are some expectations we desire for kids to follow and understand. 

   

 

  Appropriate behavior   Inappropriate behavior 

Free play  
  Solitary play     Disruptive to others 

  Interacting with others   Physically harming other 

  Participation in activities 

 

Clean up: 

  Child stops playing and helps  Child continues playing 

 

Large group: 

  Participation in praise   “Wild” behavior 

  Sit in chosen spot    Standing up 

  Keep hands to self    Touching others 

  Be a good listener    Talking 

 

Prayer:  
  Fold hands     Not participating 

  Bow head 

  Say “Amen” 
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Discipline procedures 

 

Praise: If a child really struggles in class, try and praise them when you witness good 

behaviors. 

Redirect: When unacceptable behavior occurs, tell the child that the behavior is 

unacceptable and redirect the child to acceptable behavior. Toddlers may be redirected by 

picking them up and moving them to another activity. 

 

Choices:  When children are not following appropriate behavior, giving them a choice is 

usually very effective on getting them back on track. You will want to give them two 

choices that are basically the same and what you want them to choose. For example “You 

may eat your snack at this table or that table.” You are giving them a choice that directs 

them back to the appropriate behavior, but yet they feel good about being able to make a 

choice. 

 

Counting and choice to sit: Tell the child you will count to three and if they don’t 

follow whatever direction you give them, and then they need to come sit by you in a 

chair. 

*Have the child come sit by you in a chair. 

*You may hold their hand and walk them to a chair, but you may not physically move 

them if they do not come. 

*Once they are sitting, explain why they had to come sit by you. 

*After 1-2 minutes, talk about the situation again and make sure the child understands. 

*Express confidence in the child to make a good decision next time. 

*Have the child rejoin the other children. 

* If the child refuses to cooperate or struggles, inform your leader and the parents may be 

called for assistance. 

 

Biting Incidents 

If a child is bitten and cannot be consoled, call the parents of the victim so the child can 

be comforted. 

*Fill out an incident report. 

*Report it to a team leader immediately after it happens. 

*The team leader and witness will inform the parent of the child that was bitten. 

*The team leader along with the witness will inform the parent of the “biter” when the 

child is picked up. This is not to embarrass or condemn the child. Parents want to know 

when the child caused injury to another child. 

*The parent will be informed they must accompany their child in the room the next two 

times to monitor their behavior. 

**If you have an aggressive child that is trying to bite, please inform a team leader. 

 

Team Work 
The lead teacher will take the lead role in providing discipline when necessary. If you 

have questions or concerns regarding the discipline procedures, please see your lead 

teacher. If you disagree with a decision made by another volunteer, discuss that with 

them when class is done. 
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Helpful hints for teachers and helpers 
-Be well prepared! Look over the following procedures so you know how to handle a 

challenge when it arises. 

-When a child is causing a disturbance, speak quietly in their ear telling them your 

expectations. 

-Always use encouraging words when speaking to a child. 

-Throughout class time, use the children’s names when speaking to them.  

 

Things to remember 

Do not be afraid to confront a child. Sometimes it is the most loving action they will be 

shown that day, week, etc. Children want limits and boundaries. Confronting them shows 

that you care enough to help them work through their problems and you will not ignore 

them. 

Guidelines for controlling the classroom 

 

Level one discipline 

Handled by leaders in classroom 

The “5 count” 

When classroom behavior is getting loud or out of hand, leaders should use the 5 count. 

In a calm but firm voice, slowly count to five. The class should be quiet and focused on 

you by the time you are finished. 

  

The “3 count” 

Have direct eye contact with the child, say in a calm but firm voice, “one” that will be the 

first chance for his/her to correct their behavior. If the child continues to disobey, count 

to 2 and 3 respectively. If the child continues to be disrespectful, proceed with level 2 

discipline as explained below. 

 

Level 2 discipline 

Handled by the team leader 

Examples: 

-Cheating 

-Knowingly disobeying rules to get attention 

-Verbally insulting another person 

One on one conversation with the child will occur. During this time the leader will ask 

several questions on why the child acted the way he/she did. They will say a simple 

prayer of forgiveness, apologize to leaders/affected persons, and if they do not soften and 

still seem defiant, the team leader will be contacted. 
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Level 3 discipline 

Handled by ministry leader or parents 

Examples: 

-Hitting, biting, kicking, or any direct physical contact that causes pain 

-Swearing 

-Destruction of church’s property or anyone else’s personal property 

-Blatant disrespect to leaders 

-Stealing 

Parents will be contacted for level 2 and 3 disciplines. Parents must come and attend the 

rest of the program with their child. Following the program, the child, the parents, and a 

team leader will meet with a LWEFC staff person. 
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Church Copy 
 

     Acknowledging Receipt of Church Policy Manual 

I have received a copy of the Lake Wisconsin Evangelical Free Church                

( Children’s Ministry Policy Manual), specifying policies, practices, and 

regulations, which I agree to observe and follow during my service with the 

church. I understand that it is my responsibility to be familiar with its contents 

and to ask questions on any matters I don’t understand. 

Since the information in this manual is necessarily subject to change as situations 

warrant, it is understood that changes in the manual may supersede, revise, or 

eliminate one or more of the policies in this manual. These changes will be 

communicated to me by church leaders through official notices. I accept 

responsibility for keeping informed of these changes. 

 

Name ( Please Print ): ____________________________________ 

 

Signature:  _____________________________________________ 

 

Date: _____________________ 
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Volunteer Copy 
 

Acknowledging Receipt of Church Policy Manual 

I have received a copy of the Lake Wisconsin Evangelical Free Church                 

( Children’s Ministry Policy Manual), specifying policies, practices, and 

regulations, which I agree to observe and follow during my service with the 

church. I understand that it is my responsibility to be familiar with its contents 

and to ask questions on any matters I don’t understand. 

Since the information in this manual is necessarily subject to change as situations 

warrant, it is understood that changes in the manual may supersede, revise, or 

eliminate one or more of the policies in this manual. These changes will be 

communicated to me by church leaders through official notices. I accept 

responsibility for keeping informed of these changes. 

 

Name ( Please Print ): ____________________________________ 

 

Signature:  _____________________________________________ 

 

Date: _____________________ 

 


