
EMPLOYEE TEACHER HANDBOOK 
CHILDHOOD MINISTRIES 
Founders Baptist Church 

 
 

The purpose of the child care program is to extend the ministry of and help accomplish the 
mission of Founders Baptist Church by advancing God�s Truth for God�s Glory to the next 
generation.  This is accomplished by providing developmentally appropriate bible centered 
activities and a trained teaching staff whose desire to our serve our Lord faithfully.  The child 
care program strives to provide excellent care, Bible centered education, and development 
to meet the spiritual, mental, physical, emotional and social needs of children. 
 
The child care program is more than a job, it is a ministry responsibility.  It is a servant 
ministry which is often misunderstood, often thankless, with long hours, and many demands.  
You will sometimes have a room filled with �perfect children,� while at other times a child 
may cry the entire session.  Your desire must always be to perform and respond 
appropriately, to reflect the Savior whom you serve.  You are a teacher, a leader, an 
example to other childhood ministries workers and to parents.  At the same time, there are 
great rewards as you see the children grow to love the things of our Lord, and as 
relationships build, of trust and love for you as their teacher.  It is not always easy, but you 
contribute to a vital part of the life of our church and the people who worship here.   
 
Our prayer is that this handbook will help you understand your great part in overall 
ministry of Founders Baptist Church, and help understand the importance of serving 
with excellence. 
 
 
In Christ, 
 
Mrs. Candy Lartigue 
Childhood Ministries Director 
Founders Baptist Church 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



PHILOSOPHY OF CHILDHOOD MINISTRIES CHILD CARE 
 
Biblical Education 
Our goal is to continue to build upon the home-based biblical education being given at 
home.  We are partners with parents and take our task seriously as we faithfully and 
accurately share God�s Truth with the children we have in our care. 
 
Safety  
You have a very serious responsibility.  The parents and the Childhood Ministries staff trust 
you to ensure the safety of their children while they are here at church or at a church 
function.  Always keep your eyes and ears open for safety hazards and potential accidents. 
 
Quality Care 
Always provide prompt and professional care for our children�s physical, emotional, and 
social needs.  Be sensitive to needs according to the development levels of the children. 
 
Ministry 
Always take the opportunity to help lay a spiritual foundation in the lives of our preschoolers.  
This can be done from infants through school age.  Jesus� love is taught through using 
God�s Holy Word and by your love for our Savior.  Be willing to teach Bible truths and bible-
based activities through the curriculum provided.  The Founder family and visitors of our 
church are watching you to see how you treat their children, and they are likely to return or 
never come back based on the total care you provide their children.   
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REQUIREMENTS OF THE STAFF 
 

1. Must have a Saving Relationship with our Lord Savior, Jesus Christ and serving 
faithfully in a local church family. 

 
2. Have certification in basic First Aid/CPR Pediatric training within 6 week of 

employment.  Exceptions must have the Coordinator�s approval.  Certification must 
be documented in the employee�s file. 

 
3. Have a TB test taken within 6 weeks of employment.  The results must be 

documented in the employee�s file annually. 
 

4. Completed and have been approved by a background screening process and 
personal references. 

 
5. Interviewed by a supervisor and Childhood Ministries Director and gone over the 

Safety and Health Issues located in the Teacher Handbook. 
 

6. Direct any and all concerns for a child�s well-being, such as neglect, abuse, etc., 
immediately to the Coordinator.  Refrain from discussing such matters with anyone 
else including other teachers and parents. 

 
7. Refrain from gossip and tale bearing concerning fellow employees, supervisor, 

children, parents, church leaders.  Violation could result in immediate termination. 
 

8. Since your serving in Childhood Ministries you need to have a love for children and 
their parents. 

 
9. You must be at least 15 years of years to be considered as a employed worker in our 

Childhood Ministries Department. 
 

 
IMPORTANCE OF THE CHILDHOOD MINISTRIES STAFF 
 

1. Questions an employee might have about the job, wages, hours, or anything else can 
be frankly and fully discussed with the Coordinator.  Each ministry coordinator can 
make recommendations on your behalf to the Childhood Ministries Director, who in 
turn makes recommendations to our Senior Elder.  All wages and hours are not set 
by the Ministry Coordinators but their input is of up most importance in making those 
kinds of decisions. 

 
2. Disciplinary action will be taken if the employee uses physical force in disciplining a 

child, is chronically late or absent, without prior notification, does not submit in a 
godly manner to the authority placed over them, or consistently fails to comply with 
any of the regulations and policies.   

 
The employee will first be given a verbal reprimand.  Any subsequent reprimands of 
the same regulations will result in a written reprimand.  If the action occurs again, 
the employee will be given a two week probation with possible termination.  All 
reprimands will be recorded in the employee�s file.  The exception would be if there 



was a serious offense or action violated where immediate termination was deemed 
necessary. 

 
3. All employed teachers must be willing to teach Bible based activities from the 

curriculum provided.  They may, however, use their own creativity for teaching ideas 
that will go along with the lesson provided.   Any child care opportunity our church 
offers should always include a age appropriate Bible lesson and activity.  

 
4. If there is a problem or complaint concerning the care of a child, a room, equipment, 

etc. refer the person making the complaint to the Coordinator. 
 

5. When leaving the room for a nature walk or activity, post a sign on the classroom 
door indicating where you are and when you will return. 

 
6. Please stay in the room to which you are assigned.  There are several reasons we 

require each classroom to have a minimum of two workers at all times in each 
classroom.  First, it is for safety of our children and our workers.  If an injury were to 
happen, the classroom would not be unattended while help is being sought.  Second, 
it is for the security and protection of our workers and church in the case of 
accusations of abuse.  If you are not needed in your room, the Coordinator or the 
person in charge will give you instructions. 

 
7. If a parent needs to be contacted because of a child�s behavior, the Coordinator 

should be notified first.  The Coordinator will then take the appropriate action. 
 
ACCIDENTS AND ILLNESSES 
 

1. Any accident must be reported to the Coordinator or other person responsible that 
day and an incident report completed. 

 
2. The parent should always be told of any accident, no matter how small, when they 

come to get their child.  The Coordinator or person responsible must be contacted 
before talking to the parent. 

 
3. The decision to contact a parent rests with the Coordinator or other designated 

person in charge. 
 

4. If a child becomes ill while in the room, notify the Coordinator (i.e., vomiting, diarrhea, 
seems to have a temperature, etc. 

 
5. When a child is thought to be ill, he should be confined in a designated sick area until 

a parent is notified. 
 

NOTE:  Teachers may not administer medication in any form.  Parents may 
administer medication at the proper time.  Please do not mix medication in milk or 
formula bottles. 

 
 
 
 



WHEN IS A CHILD ILL? 
 
Upon recommendation of the Committee on control of Infectious Diseases of the American 
Academy of Pediatrics, a child should not be taken from the home when any of the following 
exist: 
 

1. Fever 
2. Vomiting or Diarrhea 
3. Any symptom of childhood diseases, scarlet fever, German measles, mumps, 

chicken pox, or whooping cough. 
4. Common cold � from onset through one week 
5. Sore throat 
6. Croup 
7. Any unexplained rash 
8. Any skin infection � boils, ringworm, impetigo, ect. 
9. Pink eye or other infection 
10. Thick, continuously running mucus 
11. Lice 

 
DISCIPLINE 
 

1. Use positive directions � �do� instead of �don�t � 
 

If a child is doing what he/she shouldn�t, he/she needs help in getting a better idea.  
For example, �Be careful, don�t fall� has little meaning to a child.  �Hold on with both 
hands� help him/her to know what to do.  Instead of  always telling the child what 
he/she can�t do, (�Don�t stand in the chair�), tell  him/her what he can do, (�We sit in 
chairs, and we stand on the floor.�) 
 

2. Use words and a tone of voice that reassures the child. 
 

Never raise your voice when talking with children.  Directions should be given firmly 
but quietly.  When you raise your voice, children often feel afraid, ashamed, or guilty.  
These feelings are damaging, often prevent learning, and create other problems.  
Encouragement should always be given for appropriate behavior. 
 

3. Use few words. 
 

Example:  A child is standing up in the rocking boat.  A teacher says, �Johnny, I have 
told you several times that you will fall and get hurt if you stand up in the rocking 
boat.�  The teacher should say, �We sit in the rock ing boat.� 

 
4. Use simple language and get the child�s attention. 
 

Be sure the child really hears you and understands what you mean.  Don�t just tell the 
child what is not acceptable, but give him/her the acceptable behavior.  Sometimes it 
helps to have the child repeat what you have just said. 
 

5. Give time warning in terms the child can understand. 
 

�When you have finished the puzzle, it will be time to go outside.� 



 
6. Stopping or redirecting behavior. 
 

Redirection should help a child face his problems by helping him/her see how it can 
be done.  We will be more successful if we suggest another behavior which has 
equal value.  (If he/she is climbing on the bookshelves, take him/her to the steps 
where he can climb.)  Try to suggest something which meets the need he/she is 
expressing in his behavior.  To do this wisely, you must have some understanding of 
why the child is acting that way. 
 
Note:  Corporal punishment by any Childhood Ministries Staff is not permitted.  
We do not deprive children of food, beverage, or outdoor play as punishment. 
Also, please never place children in an unattended & dark area as punishment. 

 
7. Age appropriate activities 
 

Use a variety of materials and activities that are age-appropriate when you teach.  
Sometimes the children forget, or don�t know how to build with blocks, or turn the 
pages of a book, show them the correct way.  Tell the children what you expect for 
them to do, and not do. 

 
8. Praise  
 

Praise the children when you see them using appropriate behavior or sharing with 
others.  Also, children love to be called by their name, it helps them know that they 
are special and important to you.   

 
9. Talking with children 
 

Use your soft voice when talking to children.  The children listen better if you do not 
correct in front of people but quietly talk to them in private. 

 
 

 
 

 
 

 
 

 
 

 
 
 
 
 
 



JOB DESCRIPTION OF EMPLOYED TEACHERS OF 
WEEKDAY EARLY EDUCATION 

 
Policies Related to the Program: 
 
1. Arrive 45 minutes before the session is to begin; remain 15 minutes after each 

session to insure proper clean-up.  At the end of each day, each teacher should 
leave the room clean.  Each room should be swept with the broom, floors vacuumed, 
table tops cleaned, toys returned to proper storage, trash emptied and liner replaced, 
trash taken to front door of building, toilets flushed, water containers emptied and 
lights turned off. 

 
NOTE:  You are expected to be in the designated area 30 minutes prior to the beginning of the 
session.  Repeated tardiness will result in termination of employment. 
 

2. Proper respect and obedience for those the church has given responsibility for 
supervising you, for the church property, the children and parent you will have 
ministry opportunities with. 

 
3. Greet each child and parent at the door.  Let each child know you are glad he/she is 

there. 
 

4. Greet each parent when he/she returns.  Give only positive reports in the hearing 
range of other workers, children and parents.  Any discipline concerns should be 
addressed one on one with the parent out of the hearing range of others but handled 
on the day to offense took place. 

 
5. Workers in the classroom are a teaching team and should share responsibilities 

equally.  Lesson plans should be prepared, recorded, followed and given to the WEE 
Coordinator. 

 
6. Gather and prepare necessary materials for classroom activities before class begins.  

Items to be copied give to the WEE Coordinator, laminated items need to be turned 
in to the Childhood Ministries Secretary one week in advance. 

 
7. Request needed supplies from the WEE Coordinator.  Never borrow from another 

room. 
 

8. Assume duties in the area of eating and toileting.  Remember, these are learning 
times also.  After lunch and snack, the area should be left clean. 

 
9. Do not eat or drink in the classroom unless it is snack or lunch time for the children.  

Never is coffee or red colored drinks allowed in the classrooms. 
 

10. Give complete attention to the children while in the room, taking a walk together or on 
the playground.  Please do not visit with other teachers.  Do not leave the playground 
unsupervised. 

 
11. All written communication to parents must have the Coordinator�s prior approval. 

 



12. Have individual parent meetings twice a year (once in the Fall and once in the 
Spring.) 

 
13. Participate in one or more training opportunities made available to all employed 

teachers. 
 

14. Teachers are to spend time with each child.  Do not sit and visit with each other.  
Friends who come by to visit are to be discouraged from doing so. 

 
15. When assigned to Babies through Two�s equipment and toys need to be sterilized 

after each use, other class rooms as needed. 
 

16. Teachers are to help, but not complete, the handiwork of the children 
 

17. At the end of each session, remove items that would interfere with other church 
programs.  Make sure the room is left uncluttered and all materials are neatly put 
away. 

 
Personal Expectations: 
  
1. Maintain a consistent devotional life with God. 
 
2. Maintain a Christian testimony beyond dispute at and away from church. 

a. temper 
b. music 
c. movies 
d. dress (shorts okay only on field trips but must be modest length and never 

shirts or blouses that show any cleavage) 
e. refrain from gossip and hold confidences  
f. never say negative things about your supervisor or other church leaders or 

entertain those things from others. 
g. Team work with other staff 
h. Lead by example 
i. Family and friend relationship 
 

3. Maintain a clean, neat appearance. 
 
4. Be faithful in attendance for worship and in ministry area. 

 
5. Keep regular class session hours unless discussed with supervisor. 

 
6. Be a person of integrity. 

 
7. While you are in charge of your class room, take that leadership responsibility 

seriously. 
 

8. Keep personal calls at a minimum during work hours. 
 

9. Pray for our church, our ministry and the boys and girls the Lord brings to your mind. 
 

10. Be supportive of church leadership and church. 



DRESS CODE FOR EMPLOYED WEE TEACHERS 
 

1. All teachers shall maintain a Christian and professional appearance by dressing 
neatly and in good taste. 

 
2. Teachers should not wear old blue jeans or old sweat pants.  Shoes may be of 

comfortable nature such as flats, loafers, or clean tennis shoes.  Please do not wear 
flip flops. 

 
3. If you are assigned as a workers to wear a scrub, smock or apron please wear the 

assigned article of clothing during the session. 
 

4. Shorts are not appropriate unless it is a field trip day, and they must be a modest 
length. 

 
5. Shirts or blouses that show cleavage are never appropriate. 

 
6. Tights should not be worn except under a dress or skirt. 

 
7. Teachers should be consistently aware that their dress and grooming habits as well 

as their attitude toward their supervisor, coworkers, the children and their parents are 
a reflection of our church and its programs.  Teachers should practice good personal 
hygiene. 

 
Note:  If you ever have a question as to whether you should wear something or not, then DO NOT wear it. 
 

GREETING THE CHILDREN 
 

1. Accept any child brought to your room.  If there is a question as to his/her being in 
the correct room, have the parent check the age-group door sign, then refer them to 
the Coordinator if there is still a problem.  Never refuse to accept a child unless he is 
obviously ill or contagious.  Accept children at the door. 

 
2. In WEE parents are invited to visit their child�s classroom. 

 
3. Greet children at their own level and allow children, who can, walk into the room. 

 
4. If items such as toys or other objects are brought from home, encourage parents to 

take the items with them so they will not get loss or broken.  Stuffed animals and toys 
are strongly discouraged due to being an excellent breeding place for germs. 

 
5. If a child is eating when he arrives, ask the parent to take the child to an empty room 

to finish the meal. 
 

6. Be sure adults check in and out at the Childhood Ministries Desk where a person will 
be deemed responsible for overseeing the check-in process.   

 
 
 



RELEASING CHILDREN 
 
Never release a child to anyone who does not have the security card given at the check-in 
process.  Persons without the security card should always be sent to the Coordinator. 
 

1. Ten minutes before the parents are to return, children are to be taken to the restroom 
and have their diaper checked. 

 
2. Any adult or older child with a security tag can pick up the child. 

 
3. Greet each parent when he/she returns.  Give only positive reports in the hearing 

range of other workers, children and parents.  Any discipline concerns should be 
addressed one on one with the parent out of the hearing range of others but handled 
on the day to offense took place. 

 
4. Angry or upset adults are to be sent to the Coordinator.  Do not deal with them 

personally. 
 
DIAPERING 
 

1. Check each child every 30 minutes to see that his/her diaper is neither wet nor 
soiled. 

 
2. Check all children just prior to dismissal to make sure no child leaves the room wet or 

soiled. 
 

3. Never walk away from a child when changing a diaper. 
 

4. Men in the classroom should let the women do the changing of the diapers. 
 

5. All diaper changing must be done with a open door or in clear view of the other 
worker. 

 
6. Always, always, always use gloves when changing diapers.  Gloves must be 

changed after each child. 
 

7. Soiled disposable diapers must be put inside the used gloves and put into the trash 
can. 

 
8. Some babies have reactions to different things, so please do not use powder or 

ointments unless the parent has advised you to do so. 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
PRAYING FOR THIS AND THE NEXT GENERATION 
 

1. Pray for your supervisor, children, parents and coworkers thanking the Lord for the 
opportunity given to bless them and privilege given to share His Holy Word.  

 
2. Pray that your children will know Christ as Savior early in life and treasure their 

inheritance as Son of God; that they will not accept Satan’s design against them but 
walk in the light as heirs of the kingdom. 

 
3. Pray that your children will have a hatred for sin and a love for godliness. 

 
4. Pray for the ministry you are working with. 

 
5. Pray for understanding of God’s Holy Word as you faithfully teach it to the next 

generation. 
 
 
 

 
 
 
 

 
 
 


