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Definitions and General Information 
	

Coordinator---Volunteer responsible for the oversight of the Middle Church Ministry.  
The Coordinators duties include but are not limited to: scheduling of teachers and 
assistants, ensuring the lesson is ready to be picked up by the teacher each week, 
organizing meetings with the Middle Church teachers on a regular basis to keep the 
ministry running smoothly. 
 
RCC---Red Cedar Church 
 
Assistant---Middle Church volunteer who is stationed outside the room to assist in 
receiving children into Middle Church. 
 
Teacher---Volunteer stationed in the room to run the lesson and care for children.  
All new Teachers and Assistants must receive the Middle Church Ministry 
Handbook, sign the Child Protection Policy, and pass a background check before 
beginning to serve.  New Teachers must also attend RCC regularly for at least 4 
months before being eligible to serve. 
 
Youth Volunteers---Volunteers between the ages of 10 and 17; sometimes referred 
to as “junior volunteers.”  Youth volunteers must serve with at least one other 
Teacher and may not be left alone with a child at any time. 
 
Middle Church child---Child between the ages of 7 years and 10 years who is 
cared for in Middle Church.   
___________________________________________________________ 

 
Teacher Standards 

 

Punctuality 
Please be at your room and ready to go when the children are dismissed from 
the worship service. Pray for the children and ask God to give you a heart that is 
ready to serve. 
 
Schedule 
Trade places with someone if you have a schedule conflict. Contact the Middle 
Church coordinator to let him/her know of the change. Having no-shows places a 



burden on others. You will receive a reminder before your scheduled date, but 
please keep track of your schedule. 
 
Disposition 
For both visitors and regular attendees, it is imperative that we communicate our 
desire to serve by a cheerful countenance and friendly greeting. 
 
Safety 
All new Teachers must receive the Middle Church Ministry Handbook, sign the Child 
Protection Policy, and pass a background check before beginning to serve.  
Teachers will also be asked to provide a signature verifying that they have reviewed 
the handbook one time every year, usually in September.  Pay attention to the 
doorways during your time of service to ensure that only those scheduled for Middle 
Church work access the room. Remember: No volunteer should be alone in a room 
with a single child.  
 
Attitude 
Be mindful of how you talk about your Middle Church service to others, “for out of the 
overflow of your heart, your mouth speaks.” If you are struggling, ask God to give 
you a heart to glorify Him by serving His people. If you have a conflict or complaint, 
prayerfully consider sharing it with a Middle Church coordinator. 
___________________________________________________________ 

Health Policy 
 

For the protection of our children, we will not admit anyone with visible signs 
of illness. 
Please do not allow parents to bring a child to the Middle Church if s/he has 
had any of the 
following symptoms within the past 24 hours: 

• Fever 
• Diarrhea 
• Vomiting 
• Body rash 
• Sore throat 
• Colored nasal discharge 
• Severe coughing 
• Pink eye or other eye infection 
• Any skin infection (boils, ringworm, impetigo, cold sores around mouth) 
• Head lice 

Volunteers are not permitted to administer medications.  Children being 
treated with antibiotics should be on the medication at least 24 hours prior to 
admittance. 
 

___________________________________________________________ 



 
 

Medical Emergencies 
 

Typically a “boo-boo” can be handled with a few kind words, a hug, and a Band-Aid. 
We keep a first aid kit in each Middle Church area for any such occasions. Please 
briefly inform parents of any small bumps, bites, scrapes or bruises that occur while 
a child is in our care.  For serious injuries, we should be prepared for careful and 
thorough action. Therefore follow these procedures for a serious injury involving 
broken bones, convulsions, fainting, unconsciousness, or other serious bodily injury: 
 
1. Keep calm and keep the injured child as calm as possible. Speak soothingly to the 
child. 
2. Do not move the injured child and do not leave him/her alone. 
3. Signal to another volunteer to alert the Middle Church coordinator and parent of 
the child.  
4. Stay with the child and one of the volunteers will dial 911 if necessary. 
5. A parent will be notified to come to the Middle Church area by one of the 
coordinators. 
6. Write out an incident report immediately following the emergency. 
7. The Middle Church coordinator will follow up with the parent later that week. 

 
___________________________________________________________ 

 
Room Guidelines 

Set Up 
• Leave personal belongings on the counter in the Middle Church room or place 

out of children’s reach. 
• Wash hands. 
• Have activity prepared for the children before they arrive. 
• Smile and get your heart prepared to serve! 
 

Bathroom Breaks 
Children should have access to the bathroom as needed.  If a child requires 
assistance in the bathroom, the Assistant or youth volunteer may escort the 
child.  Children should wash their hands in the bathroom sink, which is at their 
height, or use hand sanitizer. 
Snacks 
Please choose one time to give all kids a snack.  Place a dot of hand sanitizer on 
each child’s hands.  Remember to check for allergies on the sign-in sheet to ensure 
that all children may have a snack.  For children who bring a special snack due to 
allergies, please serve them with caution to ensure that snacks do not get switched. 



 
Closing 
- Put away toys and supplies and leave the room tidy. 
- Make a note and leave it on the counter in the room to notify the teacher of 
supplies needed. 
- Place all trash cans in the middle of the room for the cleaning crew.   
Tips for Addressing Disruptive Behavior 
When a child’s behavior becomes too disruptive to maintain a positive room 
environment, there is an occasional need for correction.  Attempt to address the 
heart issue with the child, not simply the behavior. (“Maxie, you hit Marta. I think you 
wanted her toy too much.) Then try to teach the child that God will help her. (“Maxie, 
sometimes it is hard to want and do what is right, but Jesus will help you.”) We want 
to encourage change from the inside out and always point to Christ as the source 
and reason for such change. In the above example, you can see this being done on 
a level that children can understand. 
 
If a verbal correction is not obeyed, take the child aside and correct him/her verbally 
again, firmly.  Keep the child separate from the group for a few minutes and engage 
him or her in another activity or sit him or her next to you in another part of the room.   
 
If a child becomes too much of a distraction to maintain a positive environment, one 
Teacher should alert the coordinator on duty that week.  The coordinator will talk 
with the child and his or her parents.   
For a child who bites, alert the coordinator. She will contact the parent and take care 
of the situation for all involved. 
___________________________________________________________ 
 

Other specific volunteer roles and duties 
 

Coordinator 
Kate Skidmore: Takes care of planning the Middle Church schedule, training, and 
recruiting new volunteers.  Receives e-mail or phone call from Teachers who have a 
schedule conflict. Teachers, please only contact Kate to notify her of the schedule 
change after you have switched with another Teacher.  sk8skid@me.com; (920) 
650-0770 
 
The coordinator is responsible for Middle Church oversight and leadership.  The 
coordinator on duty should be ready to answer questions and make certain every 
scheduled Teacher is present.  If someone fails to show up, find a Teacher who is 
scheduled for one of the following weeks to “trade” with the absent Teacher. Call the 
absent Teacher later to tell him or her of the need to cover for the Teacher who 
served in his or her place. If the scheduled person comes after being replaced that 
morning, inform them of the trade. Do not have them come in that morning.  The 
coordinator on duty should check the Middle Church room before leaving the church.  



Text or email the Middle Church supplies volunteer regarding any supplies or snacks 
that volunteers made note of needing.  
 
Assistants 

• Have the parent sign in on the sign in sheets.   
• Children with symptoms of illness should not be permitted. Please enforce this!  

Health guidelines will be posted clearly in the check-in area. 
• After all of the children have been signed in verbally inform the Teacher of any 

special instructions from the sheets and find out if there are any concerns. 
• After the service, have the parents sign their child out.   

 
Middle Church Supplies Volunteer 
Receive text messages or e-mails regarding supplies and materials that are needed.  
Purchase supplies and materials to meet these needs.  Once a month, go through all 
the cabinets to make a list of what we will soon need. Replace supplies before they 
run out.  Please inform the coordinators of any furnishings, toys, or large 
miscellaneous items that may need to be purchased. Receipts should be placed in 
an envelope labeled “Middle Church Receipts” and given to Maryellen Smith for 
reimbursement. 
 


