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WELCOME TO THE TEAM




Dear CFKids Staff,


Welcome to the team!  We are so excited that you have been called by God to serve with us.  The Bible says in Acts 17 that God has chosen the very time and place in history where you would be.  You are not here by accident or chance.  God placed you in this role for a reason.  It’s part of His divine plan. 

You are about to embark on an awesome journey with people who are full of it!

· We are full of faith!  Our faith binds us together.  We love Jesus and we are passionate about living out our faith to impact the next generation.

· We are full of family!  We build relationships with each other as we serve together.  We support and encourage one another.  We pray for one other.

· We are full of fun!  We believe in having fun and lots of it.  No matter our age, we let the little kid who lives inside of us come out to have fun.  We laugh, smile, and enjoy ourselves.

We want you to be full of it too!  

This guidebook will help you know why we do what we do.  We are called to impact kids and families with the love and message of Jesus.  We are surrounded by thousands of families who don’t know Jesus.  You will have the privilege of helping them discover His love.  

This guidebook will also help you know how we do what we do.  It contains policies, procedures, expectations, best practices, and responsibilities.  All of these will help set you up for success. 

God is working in the lives of kids and families like never before.  Each week you will see Him work in you and through you to make a difference in their lives.  Get ready to see your faith grow, your vision expand, your heart fill with joy and your love for Jesus to grow deeper.  

We are honored to serve with you...for such a time as this. 


Serving with you, 

Dale Hudson 
Director of Children’s Ministries
[image: ]


OUR MISSION


We are called to impact kids and families with the love and message of Jesus Christ…everyone, everyday, everywhere.  This is our CFKids mission statement, which determines who we are, what we do, and where we are going.  The CFKids team submits every decision made to the authority of the Word of God, the leadership of Christ Fellowship and the CFKids mission statement.

OUR CFKIDS CODE (CORE VALUES)


Our CFKids code reflects the heart with which we do ministry, so that where rules are not stated explicitly, decisions will be guided by our code (values), with reference to specific policies and guidelines where relevant.

ALL FOR ONE
Unity centered on Jesus and our core beliefs.
INSIDE OUT
Living a life marked by prayer and integrity.
GROW TO GO
Remaining teachable to become usable.
LIVE TO GIVE
Stewarding our lives for eternity.
PASSION FOR PEOPLE
Impacting humanity with the love of God.

[image: ]
OUR LEADERSHIP VALUES



We are stewards and servants first!  (Luke 17:10)
· We are servant leaders.
· We lead with a towel instead of a title.

We create environments that are “full of it.”  (John 10:10)
· Full things fill things.  We serve from the overflow.
· We are full of faith, family, and fun.

We are thermostats instead of thermometers.
· We don’t measure the spiritual temperature...we set it. 
· We lead by example.

We embrace change by being prepared and flexible. 
· We are constantly changing because we are constantly growing. 
· We hold the ministry with open hands.

We cultivate “Black Gold.” (Psalm 92:8)
· We see in people what they cannot see in themselves at times.
· We help people reach their full potential in Christ. 

What I am part of is BIGGER than the part I play. 
· A win for one is a win for all.
· It’s about the coffee not the container.

We are faithful in the small things. (Luke 16:10)
· We are faithful with what God has entrusted us to look after.

Ministry is a “Get to” not a “Got to.” (Psalm 100:3)
· We serve the Lord with gladness not sadness.

We are “All In.”
· We lean in.
· It’s not about the job we hold, but about the way we do the job we hold.
· We take personal responsibility for the team’s success.

We know that excellence inspires influence. (Colossians 3:23)
· We give our best to honor God and to influence people for His cause. 
· We decide not to be normal because we know no one waits in line for normal.
· We create great systems that can deliver great vision.


WHAT WE BELIEVE


Here at Christ Fellowship what we believe is the foundation for all we do cooperatively as a church and individually in our personal lives. Beliefs lead to values, and values are demonstrated through action. We want to help strengthen your belief in Christ so that your values are in line with what the Word of God teaches. 

We are called to impact our world by encouraging people to develop a relationship with Christ and prepare them for a lifetime of ministry within the local church. To accomplish this, we seek to equip Christians to live lifestyles that are . . . 

· True to God’s Word
· Submitted to the Holy Spirit
· Family-centered
· Faithful in personal ministry
· Bold in outreach

. . . and in so doing, fulfill our ministry in the larger body of Christ. 

WE BELIEVE IN THE BIBLE: 2 TIMOTHY 3:16-17
The Scriptures of the Old and New Testaments are the complete, divinely inspired, infallible Word of God. The Bible is the supreme authority and guide for our Christian faith and living.

We believe in the Godhead: Colossians 2:2-3
There is one God, eternally existent in three persons: Father, Son, and Holy Spirit.

We believe in the Father: Colossians 1:16-17
The first person of the Godhead orders and directs all things according to His own purpose and pleasure. He authored, created, and sustains all things in the universe without any means other than His own pure power. By His grace, He involves Himself in the affairs of men, hears and answers prayer, and saves from sin and death all that come to Him through Jesus Christ.

We believe in the Lord Jesus Christ: Romans 5:8 & John 3:16
He exists eternally as the second person of the Godhead. By His virgin birth, He came to earth as fully God and fully man, living a sinless life. His death on the cross made atonement for man's sin, evidenced by His bodily resurrection from the dead. He physically ascended to the right hand of God the Father, and He will return in power and glory.

We believe in the Holy Spirit: 1 Corinthians 3:16 & John 16:13
The third person of the Godhead convicts men of sin, regenerates, baptizes, indwells, instructs, and sets apart believers unto a holy life. We encourage all believers to seek a life of obedience to the leadership of the Holy Spirit. We believe this step is essential for empowering believers for victorious living and ministry through the gifts given by the Holy Spirit.



We believe in the nature of man: Romans 3:23-24
Man was directly created in God's image and voluntarily fell into sin by personal disobedience to the will of God; consequently, all men are spiritually dead apart from Jesus Christ. The fall of man was a once-for-all historical fact. Its effect spread to all men, each of whom is born with a sinful nature and is in need of salvation.

We believe in salvation: John 14:6 & Ephesians 2:8-9
Salvation is by grace, a gift from God apart from works. Salvation requires repentance; a turning from one’s own way to God’s way. All who receive Jesus Christ are born-again, regenerated by the Holy Spirit, and become the children of God. We will manifest true salvation by a changed life.

We believe in the church: Ephesians 1:23 & Ephesians 4:16
The Church is the body of believers consisting of all born-again persons without respect to race, culture, or background. Directed by Jesus Christ and empowered by the Holy Spirit, the Church is taking the good news of salvation to the whole world.

We Believe in Eternal Life: John 14:2-3 & Revelation 20:15
We believe Jesus is preparing a place for us and that He will literally come back again. We believe Heaven and Hell are real places. We believe those in Christ will live with Him forever and those who reject Christ as Savior will be separated from Him forever.
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Christ Fellowship has a lot of moving parts.  Like any well functioning machine, it is essential that all these parts fulfill their specific role and work in collaboration and cooperation with all the other parts.  Our CFKids ministry is one of these essential parts.  The better we understand how we fit into the overall function of our church in keeping with it’s vision and mission, and in support of all other moving parts, the better equipped we will be to help move our mission forward.


OUR MULTI-SITE STRUCTURE



A “Matrix” Organization

Christ Fellowship is what is called a “Matrix” organization.  This is common in large organizations and is used to link different parts of our organization to reach multiple objectives with the smallest number of resources.  In this Matrix organization, you will have only one boss to whom you directly report, but you will also have one or more additional people giving direction or “speaking into” what is happening within your ministry.

Below is an illustration of our Christ Fellowship Core Matrix Model.  

[image: ]

You will notice solid reporting lines are at the campus level, from the Campus Pastor through all Campus ministries.  This is because the Campus Pastor is the best person to know the best way to serve the people at that campus.  This solid line reflects direct supervision and reporting responsibilities.  The dotted lines from Core Ministries through Campuses represents a secondary supporting supervision for the purpose of ensuring aligned implementation of ministry at the campus level.  This dotted line reporting is equally important in the function of our teams at Christ Fellowship.

The most important factor in maintaining unity as one church in many locations involves the church having a crystal clear understanding of their DNA – their vision, mission, and values. Continuity comes as this DNA is replicated from campus to campus and venue to venue.

CORE-CAMPUS STRUCTURE

To ensure and assist this replication of DNA throughout our entire organization, Christ Fellowship also operates with what we call a “Core-Campus” structure.

[image: ]

In alignment with the vision, mission, and core values as defined by our Lead Pastors and Directional Leadership Team, our Core teams are responsible for setting our ministry philosophy and standards.  Additionally, ministry strategies and best practices are established by Core.  A final and key role of our Core teams is to provide support, encouragement, and resources, as well as serving our Campus teams when additional assistance is needed.  In other words, Core looks after our Campus teams, ensuring they have what is needed to successfully implement ministry at their campus.

Our Campus teams get to look after the people side of ministry.  This is done by building the teams necessary to implement the programming and best practices provided to them by Core, while maintaining the standards, philosophy, and strategy at the same time.



cfkids core Team
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CF CAMPUS MODELS & CHARACTERISTICs*

Additional terms you will frequently hear at CF are “Regional”, “Community” and “Neighborhood” Campuses.  Below is an explanation for these three campus types:

		NEIGHBORHOOD*
· 300-1,000 attendance
· 150 seating capacity - likely free or rented facility
· 2 weekend services  (attend one, serve one)
· Primary ministry offerings (LG’s, LS’s, LM’s, CM, SM, YA)
· Target drive time: 5-10 minutes, or can walk/bike to. Feels “in my neighborhood”  (i.e. Elementary School)
· Primary platform for early leadership development

Examples:  New York City Campus; Okeechobee Campus
COMMUNITY
· 1,000-3,000 attendance
· 400 seating capacity - likely rented facility
· 2-4 Weekend Services
· Primary ministry offerings; add secondary ministries in time (Core Events & Ministries)
· Target drive time: 15-20 minutes. Feels “close by” (i.e. Middle School)

Examples:  Stuart Campus; Boynton Beach Campus

REGIONAL
· 3,000+ attendance
· 1,500 seating capacity - likely permanent facilities
· 4-6 Weekend Services
· Full ministry offerings
· Oversees and supports geographic Community Campus
· Target drive time: 30-40 minutes. Feels “in the area” (i.e. High School)

Examples:  Gardens Campus; Royal Palm Campus


*NOTE:  This model is under review and may be revised to reflect our future campus launch strategy.
CFKIDS BASELINE ALIGNMENT EXPECTATIONS

Below is an explanation of the baseline programs and activities that will be offered at our three campuses types:

	Ministry Element
	Neighborhood
	Community
	Regional

	Weekend Services
	✓
	✓
	✓

	Preschool Chapel Experience
	
	✓
	✓

	Elementary “Circle” Groups
	✓
	✓
	✓

	Parent/Child Dedication (newborn to 5 years old)
	✓
Bi-Annually
	✓
Bi-Monthly or Quarterly
	✓
Bi-Monthly

	Bible Presentation (kids entering 1st grade)
	✓
Annually
	✓
Annually
	✓
Annually

	Starting Line 1 & 2 (kindergarten through 5th grade)
	✓
Bi-Monthly or Quarterly
	✓
Bi-Monthly or Quarterly
	✓
Monthly

	5th Grade Graduation Celebration
	✓
Annually
	✓
Annually
	✓
Annually

	CFKids Care
	
	✓
	✓

	Kids Weekends in Adult Service
	✓
	✓
	✓

	Kids Choir for Kids Weekends
	
	✓
	✓

	Parent Focus Groups
	
	✓
	✓

	Kid Focus Groups
	
	✓
	✓

	CFKids Worship Team (Serve Weekly)
	
	✓
	✓

	Special Events

	Summer Family Experience
	
	✓
	✓

	Fall Festival
	
	✓
	✓

	4th & 5th Graders @ Belle Glade (#ProjectServe)
	
	✓
	✓
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CFKids Campus Staffing Structure Guidelines

The following will serve as the guideline for determining CFKids staffing at the campus level:

	
	
	
	
	
	
	

	WORSHIP ATTENDANCE
	500-1000
	1000-1500
	1500-2500
	2500-3750
	3750-4500
	6000+

	Early Childhood @ 10%
	100
	150
	250
	375
	450
	600

	Elementary @ 11%
	110
	165
	275
	412.5
	495
	660

	TOTAL KIDS
	210
	315
	525
	787.5
	945
	1260

	EC Volunteers @ 1:4
	25.0
	37.5
	62.5
	93.8
	112.5
	150.0

	Elem Volunteers @ 1:6
	18.3
	27.5
	45.8
	68.8
	82.5
	110.0

	Support Team @ 1:15
	14.0
	21.0
	35.0
	52.5
	63.0
	84.0

	TOTAL VOLUNTEERS
	57.3
	86.0
	143.3
	215.0
	258.0
	344.0

	CFKIDS SCOPE OF CARE
	267.3
	401.0
	668.3
	1002.5
	1203.0
	1604.0

	FULL-TIME CM STAFF @ 1:100
	2.7
	4.0
	6.7
	10.0
	12.0
	16.0

	TOTAL STAFFING HOURS (BASELINE)
	106.9
	160.4
	267.3
	401.0
	481.2
	641.6

	 
	 
	 
	 
	 
	 
	 

	ADMIN & SUPPORT
	1
	2
	3
	4
	5
	6

	CFKids Ministry Director
	30
	40
	40
	40
	40
	40

	Admin Assistant
	--
	--
	--
	25
	40
	40

	SERVE/Welcome Team Coordinator
	--
	15
	20
	40
	40
	40

	Welcome Team Assistant
	--
	--
	--
	15
	25
	25

	Welcome Team Assistant
	--
	--
	--
	--
	15
	15

	Worship Coordinator
	--
	15
	15
	15
	25
	25

	Shadow Coordinator
	--
	15
	15
	15
	20
	20

	CFKids Care Supervisor
	--
	--
	15
	15
	15
	20

	CFKids Care Supervisor1
	--
	--
	15
	15
	15
	20

	TOTAL ADMIN & SUPPORT HOURS
	30
	85
	120
	180
	235
	245

	EARLY CHILDHOOD
	 
	 
	 
	 
	 
	 

	Early Childhood Coordinator
	15
	20
	40
	40
	40
	40

	Early Childhood Assistant/Chapel
	--
	15
	20
	25
	40
	40

	Early Childhood Assistant
	--
	--
	--
	15
	25
	25

	Early Childhood Assistant
	--
	--
	--
	15
	25
	25

	Early Childhood Assistant
	--
	--
	--
	--
	25
	25

	Early Childhood Assistant
	--
	--
	--
	--
	--
	25

	TOTAL EC HRS
	15
	35
	60
	95
	155
	195

	ELEMENTARY
	 
	 
	 
	 
	 
	 

	Elementary Coordinator
	15
	20
	40
	40
	40
	40

	Elementary Assistant
	--
	--
	20
	25
	40
	40

	Elementary Assistant
	--
	--
	--
	--
	25
	25

	Elementary Assistant
	--
	--
	--
	--
	25
	25

	Elementary Assistant
	--
	--
	--
	--
	--
	25

	TOTAL ELEMENTARY HRS
	15
	20
	60
	65
	130
	155

	TOTAL HOURS
	60
	140
	240
	340
	520
	595





CFKIDS STAFF STRUCTURES



Based on the CFKids Staffing Structure Guidelines, below is a look at the campus staff structures based on campus size.

New Campus @ 500-1000
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Campus @ 1000-1500
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Campus @ 1500-2500
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Campus @ 2500-3750
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Campus @ 3750-4500
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Campus @ 6000+
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CFKids Leadership Pathway

Ministry AssistantMinistry CoordinatorDirector

STAFF ROLE DESCRIPTIONS - CORE

CORE DIRECTOR:  As the Core Director you are the Yoda of CFKids.  Enough said!
· Responsible for the overall vision of CFKids, as well as the leadership development of the CFKids staff team.  This position reports to the Next Gen Executive Director.

ASSOCIATE CORE DIRECTOR:  As the Associate Core Director you are a master of a well-oiled machine just like Henry Ford is of the assembly line.  You are also a whiz in communication like that Thomas Edison, the light bulb guy, but even better because you have a smart phone.
· Responsible for the development of structures, systems, and communication internally and externally.  This position reports to the report to CFKids Core Director.



[bookmark: _GoBack]CORE ADMINISTRATIVE ASSISTANT:  As the Core Admin Assistant you are the mayor of Lob City where you are constantly throwing alley oops to the CFKids Core Director and Associate Core Director. You are in the CF Hall of Fame as the All-Time Assist Leader.
· Assists the Core office with programming, the development of structures and systems, and internal/external communication. This position reports directly to the CFKids Core Director, with a secondary reporting to the CFKids Associate Core Director.

CORE RESOURCE COORDInaTOR:  As the Core Resource Coordinator you are the perfect combination of Wal-Mart, Amazon, a Thrift Shop and the Post Office but without the long lines or necessary login information.  You are not even fazed by the need, or even the combination of, gardening gloves, puffs, water balloons, old socks, puppets, bubbles, beards, play money, and a giant blue tarp.  
· Gathers and prepares resources and supplies needed for all programming for all campuses.  Position reports to the CFKids Associate Core Director.

CORE RESOurCE ASSISTANT:  As the Core Resource Assistant you and the Core Resource Director are one in the same.  Your ability to find anything has fueled a unique passion for scavenger hunts.  You have a very impressive collection of scavenger hunt maps and you often speak in scavenger hunt riddles.  
· Supports the Core resource operation, assisting with the gathering and preparation of resources and supplies needed for all programming for all campuses.  Position reports to the Core Resource Coordinator.

Core Worship Coordinator:  As the Core Worship Coordinator you are the great orchestrator of all things kids worship.  You have an expertise of bringing worship alive for both kids and adults.  You lead the charge in helping kids worship stay relevant and impactful for today’s families, while raising the value of our kid’s ministry during take-over weekends.
· Supports the Core worship experience as it relates to weekend worship elements in both our Early Childhood and Elementary ministry areas.  Position reports to the Worship Core Director with a secondary report to the CFKids Core Director.

CFKIDS Media Producer/Editor:  As the CFKids Media Producer/Editor you have the ability to turn goofy, inexperienced actors into movie stars!  You may also be one of the only CF Staff members with a unique collection of clapperboards.  
· Produces and edits media content for all campuses.  Position reports to Director of CF Films with a secondary report to the CFKids Core Director.

CFKIDS CARE COORDINATOR:  As the CFKids Care Coordinator you are a factory of Mary Poppins’ and Nanny McPhees.  Because of you there is no need for Nanny 911. 
· Provides support, resources, and leadership at the Core level in the paid childcare ministry of Christ Fellowship.  Position reports to the Associate Core Director of CFKids.




STAFF ROLE DESCRIPTIONS - CAMPUS

CFKIDS DIRECTOR:  As the CFKids Director you are passionate about sharing the love and message of Jesus with families, inspiring others to serve in CFKids, and providing environments that allow kids to connect with other kids and leaders.  You are fueled by the lifeblood that drives champions … coffee, and maybe some friendly sarcasm.
· Provides leadership and oversight for every aspect of CFKids from newborn – 5th grade at their assigned campus.  Position reports to the Campus Pastor with a secondary report to the Core Director.

Administrative Assistant:  As the Admin Assistant you are the mayor of Lob City at your assigned campus where you are constantly throwing alley oops to the CFKids Director. You are in your campus’ Hall of Fame as the All-Time Assist Leader.
· Assists the CFKids Director with the CFKids Ministry programming, the development of structures and systems, and internal/external communication. This position reports directly to the CFKids Director at their assigned campus.

CFKIDS SERVE/WELCOME TEAM COORDINATOR:  As the CFKids SERVE/Welcome Team Coordinator you are mightier than most, first managing all of CFKids Information Center operations and then also managing the implementation of the SERVE process at your Campus.  Ultimately, you are like the pied pipers of party animals, a ninja when gathering personal family information, and can interview new volunteers like Barbara Walters.
· Responsible for the management of all CFKids Information Center operations, ensuring first-time families and regular attendees have a great experience. The position also manages the implementation of the S.E.R.V.E process at the campus level. This position reports to CFKids Director at assigned campus.

WELCOME TEAM ASSISTANT:  As the Welcome Team Assistant you have spent considerable time studying the ways of Walt Disney and others like him.  You own every Disney and Pixar Movie ever made and know Disney World like the back of your hand.  Like Buddy the Elf, smiling is your favorite and you know it’s key to ensuring that first-time families and regular attendees have a great experience each and every time they come to church.
· Assists with the function and operations of the CFKids Information Center, ensuring first-time families and regular attendees have a great experience. The position reports to the campus Welcome Team Coordinator.

WORSHIP COORDINATOR:  As the Worship Coordinator you have an expansive collection of skinny jeans and scarves.  You also do not have the “embarrassment” gene that most have.  You show no shame in being silly and even do the kids worship motions in big church … and others around you in big church eventually follow your lead.
· Supports the Early Childhood and Elementary Ministries as it relates to weekend worship elements.  Position reports to the Worship Pastor with a secondary report to the CFKids Director at assigned campus.



CFKIDS CARE SUPERVISOR:  As the CFKids Care Supervisor you are a factory of Mary Poppins’ and Nanny McPhees.  Because of you there is no need for Nanny 911.
· Provides leadership at the Campus level in the paid childcare ministry of Christ Fellowship.  Position reports to the CFKids Director at assigned campus.

CFKIDS CARE PROVIDER:  As the CFKids Care Provider you are Mary Poppins or maybe even Nanny McPhee.   While you do not have an arresting face, nor does your frame appear to change with children’s improved behavior, you are a mysterious stranger from heaven whom the children and their families have come to love.
· Provides loving care for children as part of the overall paid childcare ministry of Christ Fellowship.  Position reports to the CFKids Care Supervisor at assigned campus.

EARLY CHILDHOOD COORDINATOR:  As the Early Childhood Coordinator you lead a team that cares for newborns, kindergarteners, and everyone in between.  You have seriously contemplated making a leather holster to hold a very large bottle of hand sanitizer.
· Provides leadership and care for every aspect of the Early Childhood Ministry from newborn – kindergarten. Position reports to the CFKids Director at assigned campus.

EARLY CHILDHOOD ASSISTANT:  As the Early Childhood Assistant you are to S.E.R.V.E. as John Wooden was to college basketball.  A motivational figure on the sidelines, you have a unique way of inspiring volunteers with just a simple, calm approach to team success.
· Primary responsibility is to use the S.E.R.V.E. model to lead a team of volunteers. This position reports to the Early Childhood Coordinator.

ELEMENTARY Coordinator:  As the Elementary Coordinator you are likely to be found with a Monsters Inc. lanyard on your keys that go to your white station wagon.  You are also known to have more pairs of Converse sneakers than you can count and you color coordinate them with holidays, special church events, and even weddings.
· Provides leadership and care for every aspect of the 1st – 5th Grade Ministry. Position reports to the CFKids Director at assigned campus.

Elementary assistant:  As the Elementary Assistant you are to S.E.R.V.E. as John Wooden was to college basketball.   A motivational figure on the sidelines, you have a unique way of inspiring volunteers with just a simple, calm approach to team success.
· Primary responsibility is to use the S.E.R.V.E. model to lead a team of volunteers. This position reports to the Elementary Coordinator.




CAMPUS STAFF SCOPE OF RESPONSIBLITIES
	
	
	
	
	
	
	
	
	

	POSITION
	HOURS WORKED
	# OF SERVICES WORKED
	EVENTS
	MILESTONES
	CF WEEKLY ALL STAFF MEETING
ATTENDANCE EXPECTATIONS
	CFKIDS STAFF MEETINGS ATTENDANCE EXPECTATIONS
	ASSIST WITH CORE CURRICULUM & RESOURCE DEVELOPMENT?
	SCOPE OF CARE

	CFKids Director
	15-20
	1-2
	Yes
	Yes 
	Recommended but not required.*
	Recommended but not required.
	No
	Staff

	CFKids Director
	21-25
	2-3
	Yes
	Yes 
	Required, unless working another daytime job.
	Recommended but not required.
	No
	Staff

	CFKids Director
	30+
	All
	Yes
	Yes 
	Required
	Required
	When Possible
	Staff

	Ministry Coordinator
	15 -20
	2-3
	Yes
	When Possible
	Recommended but not required.*
	Recommended but not required.
	No
	Staff & Key Volunteers

	Ministry Coordinator
	21-25
	3-4
	Yes
	When Possible
	Required, unless working another daytime job.
	Recommended but not required.
	When Possible
	Staff & Key Volunteers

	Ministry Coordinator
	30+
	All
	Yes
	Yes
	Required
	Required
	When Possible
	Staff & Key Volunteers

	Ministry Assistant
	15-20
	2-3
	Yes
	When Possible
	Recommended but not required.*
	Recommended but not required.
	No
	Care for up to 8 volunteer captains who will care for up to 64 volunteers

	Ministry Assistant
	21-30
	3 to all
	Yes
	When Possible
	Required, unless working another daytime job.  Required if FT.
	Recommended but not required up to 29.  Required if FT.
	No
	Care for up to 10 volunteer captains who will care for up to 80 volunteers


*May attend CF All Staff meetings on volunteer (unpaid) basis if desired.

CFKids Staff Personal Appearance & Dress Code

Office and Non-CFKids Weekend Hours or Events
As stated in our Christ Fellowship Staff Guide, our dress code and personal cleanliness standards reflect how we represent Christ Fellowship in our business dealings with members, visitors, and the community. You are expected to present a clean, neat, and modest appearance, and may dress in a “business casual” style. 
Please be aware of your audience and schedule for the day. Proper dress is expected at all CF related events you attend. Women should wear modest clothing. Dress and skirt lengths should come to or below the knee. Reasonable standards rule out tight or short pants, tank tops, halter-tops, or any extreme in dress, accessory, fragrance, or hairstyle. 
Men should avoid wearing torn or ripped clothing or clothing that is usually reserved for the gym. T-shirts that contain slogans or offensive or suggestive language are not to be worn. 
If a project requires physical labor (i.e. building sets, painting, etc.) work clothes will be permitted. When the project has been completed, however, you should change into appropriate attire. 


If you come to work inappropriately dressed, you may be sent home and directed to return to work in proper attire. Under such circumstances, you may not be compensated for the time away from work. 
CFKids Weekend Hours and Events
Attire when working CFKids weekend services or events should follow the guidelines above.  In addition, Staff will be issued at no cost to them one CFKids logoed t-shirt to wear during these ministry times.  This t-shirt will help identify you to our families as someone they can turn to with questions or when needing assistance.  Additional approved CFKids logoed apparel will be available for purchase by staff members. 
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PEOPLE MINISTRIES AND MINISTRY SERVICES AT CF



Though made up of many different parts with varying responsibilities, as we read in 2 Corinthians 12, it is essential that the church function as one body in Christ.  One of our core values at Christ Fellowship is “All for One:  Unity centered on Jesus and our core beliefs.”  As we understand the purpose and function of all the ministry departments within our church, we will better understand the importance of cross-department collaboration and gain an appreciation for the beauty that comes in working in cooperation to fulfill the mission of our church.[image: ]


Following is a quick look at many of our ministry departments at Christ Fellowship and how CFKids interfaces with them.

PEOPLE MINISTRIES

DISCIPLESHIP MINISTRIES
We create engaging environments that equip and inspire people to take one more step in their walk with Christ. There are three major areas this part of our staff family looks after: The Journey, Life Groups, Life Studies, and SERVE Teams. 

How we work together
The majority of our volunteers are adults who we have the privilege of shepherding.  Because we know that serving is an important step in a person’s discipleship growth, it should be a priority of ours to pour into our SERVE teams during our Huddle times through a short devotional and prayer time.  Discipleship Ministries provide our campus teams the tools, resources and encouragement to help disciple the people on our CFKids SERVE Teams.  These opportunities include:
· Regularly attending a weekend service
· Experiencing The Journey
· Taking the step of baptism as needed
· Life Groups
· Life Studies
· Life Missions

Additionally, Discipleship Ministries help the parents of our CFKids to grow spiritually so the whole family can connect, learn, and serve together!  


For more information, contact the Discipleship Pastor or Coordinator at your campus.

Care Ministries  
We love on the people of our church during times of crisis or celebration. This part of our staff helps CF families grow together in health and strength.

How we work together
As we have the opportunity to build relationships with our families, we will get to help them walk through the struggles and trials common to life.  Some of these will be beyond our training to handle, or beyond what a Life Group can support, and this is where we interface with our Care Ministries team.  One of the important things to remember is that we can only introduce our families to the opportunity for counseling.  Each individual family must actually take the initiative to set up counseling sessions.  Additionally, the Counseling Center is not allowed to counsel children without their parents present, therefore family counseling is what will be offered.  This office is a wonderful resource when looking for referrals to outside counseling or community services.


For more information, you may refer to goChristFellowship.com/CARE or contact the Congregational Care Pastor at your campus.  If you do not have a CC Pastor at your campus, contact your Campus Pastor for direction.

Life Missions
Our Life Missions Department is the embodiment of our Christ Fellowship Mission Statement outside the walls of our campuses. We are called to impact our world with the love and message of Jesus Christ…Everyone, Everyday, Everywhere. We equip and facilitate the Christ Fellowship body to love on the people of our neighborhoods as well as send and support ministries around the world. 

How we work together
We interface and work in collaboration with our Life Missions team through #ProjectServe opportunities, including ministry with kids in Belle Glade, as well as Family Fall Festival, Single Parent Christmas Party, International Ministry Support and Christ Birthday Offering.


For more information, contact the Life Missions Core Office.

CF YOUNg ADULTS
CF Young Adults is based on the Bible verse Jeremiah 1:10 where God calls a generation to stand up, overthrow, build, and plant. We believe that God is unleashing a generation of young adults who are known by love, live by faith, and bring hope into a broken world.

How we work together
When it comes to event volunteers who have a lot of energy and creativity, CF Young Adults is the place to go! You will definitely want to build a strong relationship with the CF Young Adult leaders at your campus and leverage their ministry passion to reach our families.


For more information, contact the CF Young Adult Coordinator or Discipleship Pastor at your campus.
Special Needs Ministry
We provide loving support and programs for the diverse population of our community with disabilities, as well as partner with all other ministries to assist individuals and families with disabilities.  We coordinate training and education about available resources within Christ Fellowship and our community while providing practical support. Our desire is to facilitate inclusion, accessibility, and encouragement to individuals and families impacted by disabilities through programs as our "Shadow" ministry, therapeutic horseback riding, wheelchair collection, and distribution, art ministries, support groups and fellowship.

How we work together
Our Special Needs Ministry helps us select, equip and encourage our Shadow Ministry team volunteers.  This is a group of people who have a special heart and calling to work with our kids who need 1-on-1 care.  They make all the difference in the ability for our kids with special needs to spiritually and socially grow and thrive as they participate in our CFKids environments.



For more information, refer to contact the Special Needs Core Office.

CFStudents Ministry
Our mission at CFStudents is to lead students to become more like Jesus so they can radically transform their world for Him. In order to accomplish that mission we believe that we must do three things. First, we want to connect our students to the life of the church, not just our Student Ministry. Our main focus on the weekends is to help students engage in the weekend experience and to find a place to serve. The second thing we want to do is offer the single best mid-week experience possible. Every Wednesday night we offer a high-energy worship experience where students can connect with Jesus and each other. Our goal every Wednesday night is that students want to come back and know what to do next. The third thing we want to do well is to create discipleship experiences where students can be known, learn more about Jesus and develop a faith of their own. Life Groups are our primary discipleship environment for students. They happen every weekend at different times across all of our campuses.

How we work together
We work very closely with our CFStudents staff to ensure a smooth transition of our kids as they move into the middle school years.  Our CFStudents staff also collaborates with us in connecting students into service opportunities.  CFKids is an area where students can explore their gifts and calling.  They bring the energy and “cool” factor to our ministry.  Through CFKids our students have the opportunity to grow in their leadership skills, as well as their discipleship skills, as they serve in various capacities through our ministry.



For more information, contact the CFStudents Pastor at your campus.




Worship MINISTRY
Worship is one of the core foundations of Christ Fellowship Church. Our desire is to use music and the arts to help people connect with God in a greater way. Christ Fellowship is committed to extravagantly and passionately expressing our love to our Lord and Savior.  God is worthy of our highest and our best. Christ Fellowship Worship, as a whole, is made up of an amazing team of worshippers who give of their core, craft, and character to seeing God be magnified!

How we work together
About 2-3 times throughout the year we have the opportunity to have a Kids Weekend in the main service.  On these weekends, we invite kids in grades 1-5 to participate in CFKids Choir, while also partnering closely with our Worship team to determine music and various elements that will be implemented to allow our kids to lead our church family in worship of our Lord.


For more information, contact the Worship Pastor at your campus.

MINISTRY SERVICE Teams:  HOW TO GET THINGS DONE

CORE FACILITIES (Maintenance & Projects)
The Core Facilities Department’s mission is to provide a safe and welcoming environment for everyone. Our responsibilities include the repairs and maintenance of existing buildings and vehicles. This includes AC maintenance, electrical, mechanical, plumbing in compliance with State and Local Government requirements. Our department maintains vendor relationships covering multiple campuses. 

Typical Building Access During Working/Service Hours
As a staff member you will typically will have access to our CF buildings as follows:

Mondays	7am – 5:30pm
Tuesday - Saturday	7am – 10pm
Sunday	6am – 3pm
CFE Sunday @ Royal Palm	3pm – 10pm
Holidays 	Staff access only in normal operating hours

Keys
Your access card is your key to CF buildings. If you are placed in an office requiring key access, a key request will be made by your supervisor and given to you on your first day. If keys are needed for other areas such as classrooms or storage closets, please speak with your supervisor, and they will issue a work request. If your role changes, please return all keys (including desk/furniture keys) to Facilities. 

Paint Requests
The Facilities Department has a plan in place for painting areas of our buildings and budgets accordingly. We budget annually for common areas as well as offices and workspaces. If you would like to have your personal space painted please put in a work request.  Your request will be reviewed and approved or denied depending on when it was painted previously and whether or not it will need to be scheduled for the following budget year. 

Satellite Campus Support
Our Facilities Team also supports satellite campus needs. When support is needed from our
Team we would like to discuss the need and how we can facilitate it. We recommend scheduling a meeting between organizers and Facilities managers.

Church Vehicles
Church vehicles may be reserved by filling out the Vehicle Reservation Form found on our Intranet under the “Forms” tab. We will need to know the destination of your trip and who will be driving. Staff is covered on our vehicle policy but MUST complete the Safe Driver Course BEFORE driving anyone under 18 years of age. Volunteers are not permitted to drive minors.
If the driver is not already on our policy we will need a copy of their drivers license one week BEFORE the trip. This time allows our agent to put them on our policy. Please contact the Core Facilities Office for the Safe Driver Course link.

NOTE:  For more specific information about how CFKids interfaces with this service team, and for specific budgetary details related to this area, please refer to this department section in Appendix K.

Campus Facilities (Custodial & Events)
Our mission is to work side by side with the Ministries and Teams of Christ Fellowship to create a warm, welcoming environment for everyone. We are responsible for the set up of rooms for classes, special events and services, minor maintenance requests such as wall hangings, lighting, small furniture assembly, and shipment/box delivery.

How to Contact the Team
To communicate your needs to our teams send your request via the Facilities Help Desk using the following email addresses:
· Gardens Campus use: 		GCworkorder@cftoday.org
· Royal Palm Campus use: 		RPworkorder@cftoday.org
· Boynton Beach Campus use: 		BBworkorder@cftoday.org
· Okeechobee Campus use:		OKworkorder@cftoday.org
· Stuart Campus use:			STworkorder@cftoday.org
Your request will be logged and forwarded to the team.

Event Planning
After planning events please enter them in our EMS system. From there, the Campus Coordinators and service teams will review and approve or deny them. Please be sure to check the status of your event entries until you see that all teams needed have approved them.



Your Workspace
You are responsible for maintaining the cleanliness of your workspace.  All the custodial supplies you will need will be provided by Facilities and stored in closets located in each building.  These supplies include trash bags, cleaning supplies, vacuum, broom, etc.  Please TURN OFF ALL LIGHTS when you leave your space. 

NOTE: Candles are prohibited on all CF properties. 

Furniture
Your workspace should be equipped with the standard furniture package, which includes a desk, chair, return, bookcase and 2-drawer lateral file. If you decide you need to have a different type of office configuration, please contact People Resources to discuss your needs.  Personal items such as white board, corkboard, desk accessories, and additional lighting would come out of your department’s operating budget. Please contact your supervisor for more information.  We will provide light bulbs if needed.

Office Moves
To coordinate office or workspace moves please contact People Resources and your Campus Coordinator to discuss your plans. This will involve their communication to IT, Phone Manager, and Facilities teams.  Scheduling moves is very important to service providers. Your furniture should stay in place. Once you have boxed your personal items the coordination for Facilities to move them to next location will be done.

NOTE:  For more specific information about how CFKids interfaces with this service team, and for specific budgetary details related to this area, please refer to this department section in Appendix K.

Finance: General Accounting

What We Do
· Manage the accounting system to ensure accurate and reliable financial reporting for ministries & leadership.
· Publish monthly financial reports to all ministries and assist with identifying variances.
· Lead and facilitate the annual budget process.
· Provide guidance to ministries regarding financial policies & procedures.

What you need to know about General Accounting
· There is a culture of biblical stewardship that guides budgeting and spending at CF. You are encouraged to discuss with your supervisor what this culture means for you as you manage the resources that have been entrusted to you.
· Budget reports are made available around the 17th of each month.
· Detailed budget plans are available for viewing/planning in Prophix.
· If money is involved, please let us know before you get started!  Our mission is to provide ministry the resources to practice good stewardship. 

Finance: Accounts Payable

What We Do
· Facilitate ministry by processing/managing payments via:
· Cash
· Petty Cash
· Ministry Cash for Special Events/Mission Trips
· Visa  - Credit Card Spending by Church Employees
· Checks
· Reimbursements for Employees (mileage, expenses)
· Hand-delivered Payments to Vendors
· Bill Payments through Anybill 
· Manage Costco Cards
· Help with Budget Coding Questions

Golden Rules
1. Everything we do revolves about being good stewards with God’s money.  
2. Collecting money?  Call Finance first!  Always do it in twos.
3. Spending money?  Understand the processes.  Call Accounting for help.  Invoices require coding.
4. There are due dates and established processes for everything involving accounting.  If you aren’t sure about what is required, please ask – there are no stupid questions except the one that wasn’t asked!

Information Technology

How to Contact the Team
Help Desk Requests:  helpdesk@cftoday.org

Equipment
As a valued member of Christ Fellowship (CF), you have been provided with a desktop or laptop system and access to telephone/voice-mail services. This equipment is being provided to increase productivity for the ministry and intended for ministry purposes only. Each computer user assumes responsibility for this computer and any stored ministry information. Storing of personal information on Christ Fellowship computers or connected devices is highly discouraged.

For reasons including maintenance and support, Christ Fellowship cannot guarantee the privacy of information stored on any computer system.



IT Support
Occasionally problems or issues may arise in the functional use of computer or telephone equipment. CF has invested in IT Support solution to aid in resolving concerns. Please review the following information to get the appropriate assistance.

	Primarily Supports
	Computer and Telecom Hardware
	Application Software


	Examples of Issues Supported
	Hard drive failure
Problems w/ voicemail
Network access
“Cannot see the Network”
Telephone issues
Computer monitor problems
Network Printing problems 
	Issues with Outlook (passwords & access)
Great Plains
Arena
Paychex
VPN
MS Office (Word, Excel, PowerPoint)
iWork (Pages, Numbers, Keynote)
Desktop & Laptop Support (Apple, Dell, etc.)



If an event happens, notify the proper individual within your ministry group to escalate to the Technology team. In the case of escalation, a task will be assigned to the issue until a resolution is reached. Remember that other users or departments may also have issues and that the IT staff will respond using a queuing process (i.e.: first-in-first-out). The exceptions are ministry critical issues.
Software Policy
Only Christ Fellowship approved software is authorized and supported by the Technology team.  The items that are currently loaded on each computer are CF approved.  Any unauthorized modification or additions of non-approved software that negatively affects productivity for CF ministry purposes will be the responsibility of the user and is not supported by CF. This policy also applies to games and screen savers. Any modification or removal of CF supplied software will prohibit IT support. In case of total computer failure IT staff will re-image the system to the current IT software standard. Any “add-on” software will not be included.

Hardware Policy
Only a CF approved technician is authorized to repair or make changes to any CF Computer and Telecom hardware.  This includes hard drives, memory, modems, sound cards, and any other internal component. Any hardware changes or defacing made to a computer or telephone by a non-authorized person can void our lease/purchase agreement and prohibit any IT support.

Security Policy
Each system user must login to CF computing systems and applications (i.e.: Great Plains, Arena, email, routers, etc.) using a unique login identity and password. The sharing of such passwords and/or login identities is expressly prohibited.  Violation of CF information security policies is considered an integrity violation; consequently, CF System Users who intentionally violate this guideline will be subject to disciplinary action up to and including termination.

Internet Policy
Christ Fellowship System Users’ access to the Internet and the data obtained over the network, are assets of CF and are to be used for company ministry only. Usage of these resources for outside ministry or personal activities is expressly prohibited.
Internet access is provided for ministry purposes, such as researching products for purchase, learning about new technologies or keeping up with developments in a particular field. CF System Users should be advised that there should be no expectations regarding privacy. Christ Fellowship reserves the right to audit and monitor data and transmissions. Access to the Internet and networks through any means other than company authorized methods is prohibited. 

All Internet use must comply with all applicable laws, regulations, and company policies. The following are some examples of unacceptable conduct:  
· Sending or posting CF confidential materials outside CF
· Unauthorized attempts to break into or otherwise access any computer (within CF or any other organization) 
· Libeling or slandering other users
· Using CF time and resources for non-ministry purposes or personal gain
· Sending threatening or harassing messages 
· Unauthorized copying of electronic files including copyrighted materials 
· Sending a chain letter via e-mail or other inappropriate use of resources 
· Accessing pornographic materials or any other materials not appropriate in the workplace
· Destruction of or damage to equipment
· Playing games or, accessing other computers to play games 
· Wasting resources (people, network bandwidth, or CPU cycles)
· Anonymous communication
· Use of “re-mailers” to cover or mask unacceptable communication or access 

EXCEPTIONS:  Any CF system user who needs to employ a process that is not compliant with this policy must receive approval in writing and in advance by the Pastor of Technology.

VIOLATIONS:  Violation of CF information security policies is considered an integrity violation; consequently, CF System Users who intentionally violate this guideline will be subject to disciplinary action up to and including termination. 



Guidelines for the Network User
1. All software downloaded from non-CF sources via the Internet must be screened with current regularly updated virus detection software prior to being invoked or used. To reduce risk of virus infections, Trojan Horse attacks, logic bombs, etc. Internet users should adopt the following best practices:
· Regular use of current updated Virus scanning software
· Test software on isolated, stand alone systems

2. There is no quality control process on the Internet, and a considerable amount of its information is outdated or inaccurate. Users should inspect source code or be familiar with the information obtained from the Internet.

3. Users must not send CF SENSITIVE and RESTRICTED information (including e-mail and web pages) over the Internet or other public network without encrypting the information. Only CF approved encryption tools should be utilized. National and International export laws must be adhered to for exchanging encrypted information.

4. CF Systems Users must not publicly disclose internal CF information via the Internet or any other means that may adversely affect CF customer relations or public image. Doing so can result in personal liability under Federal Securities and other laws.

5. Attempting to monitor or tamper with another user’s Internet communication; or reading, copying or deleting another user’s files or software, without the agreement of the owner or the Pastor of Technology.

6. Every connection made on the Internet can be traced back to the originator. Sessions on the Internet are logged in the same way mainframe sessions and phone calls are logged. Do not use the Internet for tasks that you would not want logged and reported to management.  

7. In order to ensure compliance with this Internet Policy, CF Internet facility will be audited periodically to ensure CF System Users comply with this policy. 

8. Credit card numbers, telephone calling card numbers, log-in passwords, and other parameters that can be used to gain access to systems must not be sent over the Internet unless encrypted. Only encryption tools approved by CF should be utilized. National and International export laws must be adhered to for exchanging encrypted information. 

9. CF strongly supports strict adherence to software vendors' license agreements. Copying of software or other materials in a manner that is not consistent with the vendor's license or law is strictly forbidden.

10. Workers using CF information systems and/or the Internet should realize that at any time and without prior notice, CF management reserves the right to examine, copy or delete e-mail, personal file directories, and other information stored on or transmitted from CF computers.

11. Anonymous communication is prohibited. Whenever CF systems users participated in an on-line discussion (bulletin board or chat sessions), they must also clearly indicate in the heading of the message that opinions expressed are their own, and not necessarily those of CF.

12. Before actively joining a group, monitor the messages and read the Frequently Asked Questions (FAQs) to understand the group's purpose, past, and personality in order to avoid misunderstandings and conflicts of interest.

NOTE:  For more specific information about how CFKids interfaces with this service team, and for specific budgetary details related to this area, please refer to this department section in Appendix K.

Communications
Communications is the marketing department of CF. Our primary responsibilities include:
· Keeping Public Relations positive for media awareness
· Creating and adhering to CF brand standards and guidelines
· Providing weekly promotions for all ministry events
· Creating collateral print, web, media pieces for church initiatives
· Posting social media strategy and web experience

Requesting Promotion, Print, and Guidance from Communications Team
· Use intranet Request Forms
· Someone will contact you if there are questions

NOTE:  For more specific information about how CFKids interfaces with this service team, and for specific budgetary details related to this area, please refer to this department section in Appendix K.




People Resources

We Provide Tools for Success
· Training
· Resources
· Access
· Safety
· Employee Relations

Payroll
· Paid semi-monthly
· For questions about your paycheck or taxes, contact the Payroll Coordinator through People Resources.
· Reminder to hourly staff to be responsible for clocking in/out

Benefits
· For questions about benefits or a qualifying event to change benefit coverage, contact the Benefits Coordinator through People Resources.

Performance/Salary Review
· Annual performance review with supervisor
· People Resources and Executives review compensation each Fall
· Any salary changes are effective the first of the new year

NOTE:  For more specific information about how CFKids interfaces with this service team, and for specific budgetary details related to this area, please refer to this department section in Appendix K.
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Creating a Culture of Healthy Volunteerism and Leadership DevelopmentS.E.R.V.E. OVERVIEW



SELECT (IDENTIFY & INVITE)

Identify: Everyone has a place to serve within the Body of Christ. All campus ministry leaders, paid and unpaid, are “placement coaches” helping others find their next step to grow through serving.
Invite: There is no better invitation than a personal invite! Get personal and make the ask! Every handshake is an opportunity to recommend a serving role and invite them to fill out an application online.
Apply: CF has one uniform volunteer application that will help anyone and everyone get connected in a meaningful way.
Interview: Nothing beats face-to-face, one-on-one time with someone to help him or her find a perfect fit in volunteering.
Approve: Our qualifying process is second-to-none! Our vetting process begins with our Arena system and includes screening and background checks if appropriate to the role.
Action Steps:
· Regularly identify and invite volunteers into entry-level and leadership roles in highly relational ways.
· Personally engage people in ways that connect with what God is doing in their lives.
· Look for opportunities each week to invite new volunteers into ministry.
· Scout out, spot, and secure volunteers and leaders in right-fit roles.

EQUIP  (INITIAL ORIENTATION & ONGOING TRAINING)

Orient: Through our ministry-specific orientations, we communicate all the expectations for each serving role, including a commitment to participate in ongoing personal development.
Resource: We will provide strategic resources and tools to equip every leader for excellence.
Train: We are intentional to train consistently. Our training inspires, teaches, and is ongoing. This may include live and digital coaching events, special training events, and online video training modules.
Shadow: Volunteers are given an opportunity to learn and contribute in a safe environment, growing in skill and integrity.
Action Steps:
· Strategically help people to start strong and stay effective in ministry.
· Uphold the clear communication and execution of orientations and training rhythms.
· Maintain a rhythm of developing leaders (utilizing high-tech/high-touch strategies) and resourcing them in strategic and meaningful ways.
· Offer opportunities to observe and receive on-the-job training from experienced volunteers.



RELATE  (NURTURING RELATIONSHIP)

Relationship: Strong leaders who exemplify Love On will grow strong teams. We communicate our availability and then follow through. We nurture people rather than manage them in order to fuel the spiritual growth that flows from serving. We recognize how many people serve in order to ‘belong’ and as a result they experience connection and spiritual growth.
Communicate: We impart value by bringing volunteers into the loop on important updates and ask them to be a part of the larger vision. We affirm volunteers, not based upon their performance. We communicate their worth, independent of what they do or how well they do it.  We value people above performance.
Coach: Within the context of a real relationship, we pastor, affirm, and challenge. We coach volunteers by giving feedback. Within the context of a loving environment, we challenge everyone to serve with excellence by bringing his or her best.
Action Steps:
· Consistently love on people through relational commitment, communication, and coaching.
· Contribute to regular touch-points and coaching with key leaders.
· Cultivate community among leaders through ongoing connections, communications, and coaching.

VALIDATE  (ADDING VALUE & SEEKING FEEDBACK)

Evaluation: We evaluate the effectiveness of our programs and approaches. We value the input we receive from our volunteers and are diligent to review the responses gleaned from our feedback mechanisms, as well as significant metrics.
Reflection: We reinforce the importance of reflecting on lessons learned and impact made through the past GROW semester. We recommend that volunteers review their participation and journal their insights.
Recognition/Celebration: We recognize publicly the contributions of each individual. We honor the sacrificial gift of service. We celebrate as a family the good reports of “Kingdom wins.” We share stories of life-change with each other.
Action Steps:
· Intentionally connect volunteers to the vision and communicate their value in ministry.
· Regularly evaluate and proactively recognize volunteers at least once a month.
· Deploy value-based strategies in giving and receiving feedback for continuous improvement.
· Maintain a regular rhythm of recognizing volunteers and encouraging reflection for personal growth.



EMPOWER  (EMPOWERING VOLUNTEERS / TKU AND KALEO ON-RAMP)

Entrust: We advance those leaders who have shown themselves to be faithful, trustworthy, and effective. We empower faithful volunteers to assume roles of increasing responsibility. “You were faithful with a few things, I will put you in charge of many things.” (Matthew 25:21)
Action Steps:
· Carefully transfer responsibility and authority to faithful servants under God's direction.
· Model what we want to multiply and invest in leaders of leaders.
· Create mentoring opportunities and celebrate the reproduction and advancement of leaders.


CHRIST FELLOWSHIP LEADERSHIP PIPELINE



One of the key points in our CFKids Code is “Grow to Go:  Remaining teachable to become usable.”  We know that in order to reach our region with the love and message of Jesus Christ, it will take teams of people pulling together to shoulder the work of His ministry.  Teams require leadership.  As John Maxwell has taught us, “Everything rises and falls on leadership.”  This is why we have become very intentional in our leadership development focus.  Below is a picture of the pipeline we use to develop leaders, as well as leaders of leaders.

Leadership Pipeline
levels, steps, roles & responsibilities
[image: ]
EDUCATIONAL OPPORTUNITIES AND LEADERSHIP DEVELOPMENT



The Kings University at Christ Fellowship

You have reached a certain level in your ministry. You have been attending church, reading the Bible and serving. It's time for you to take the next step. You are ready for The King's University at Christ Fellowship.  More information is available online at www.cftku.com.


Kaleo School of Biblical Leadership

Kaleo is a 15-month, intensive program consisting of core curriculum surrounding three primary areas: theology, character, and leadership skills. Our approach to learning is different from the traditional classroom. You’ll find this transformational experience involves a great opportunity for relationship building within your mentor-led cadre, and lots of interactive and shared learning in and out of the classroom.  More information is available online at www.cfkaleo.com.


BACKGROUND REPORT POLICIES



At Christ Fellowship we have an uncompromising commitment to protecting those God has entrusted into our care.  This is especially true for the most vulnerable among us: children, persons having a disability and the elderly. We are equally committed to being good stewards of the resources (tithes/offerings, property, personal/confidential information) with which God has blessed us. 

1. Provide comprehensive reports for all volunteers who would directly serve the public, CF members and guests as part of the following ministries: 
a) CFKids
b) CFStudents
c) Special Needs
d) Life Missions Outreach Ministry (i.e., Belle Glade, Mission Trips)
e) People Resources/S.E.R.V.E.
f) Campus Service Coordinators
g) Safety Team (EMS/Security)
h) Other teams and ministries as determined by the Executive or Directional Leadership Team
i) Non‐staff who wish to enroll in Kaleo
j) Anyone who applies to complete court ordered community service hours and who otherwise meet all CF guidelines for community service.


2. Obtain limited, criminal only background report for: 
a) Those who would handle money or financial information as part of their responsibilities as an
· Usher/greeter
· Cashier
· Contributions
· Accounts payable
· Finance
· Other ministries determined by Executive or the Directional Leadership Team.
b) Those whose role requires
· Access to a CF member’s “confidential” information (i.e., Arena)
· Physical access to a restricted or other high value area at one of our campuses (i.e., technology, production, media)
· Access to Executive Offices
· Facilities
· Worship
c) Those who are applying to fulfill 
· Community service hours
· Practicum/internship requirements for their college or university degree program.

3. Update background reports every 2 years for those volunteer roles requiring a comprehensive report and every 3 years for those requiring a limited report. 


CFKIDS SERVE TEAM STRUCTURES



Welcome Team Area Org Chart
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EARLY CHILDHOOd Ministry Area Org Chart
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Elementary Ministry Area Org Chart

[image: ]



CFKIDS SERVE TEAM ROLE DESCRIPTIONS



In CFKids, we are obsessed with using our unique gifts and talents to love kids and honor God. As we do, we strive to be:  1) full of fun and laughing hard, 2) full of faith and contributing spiritually, and 3) full of family and being ridiculously generous toward one another.

CFKids provides relevant, age-appropriate learning and connection opportunities for kids newborn through 5th grade. Each of us has the incredible responsibility and privilege of leading kids and their families to become fully devoted followers of Christ, which is why we are dedicated to partnering with parents to help raise children to love Jesus and love people.  To accomplish our mission, we utilize a large base of volunteers who provide ministries for kids during regular adult worship experiences.  If you find yourself enthralled with Frozen and can’t stop singing “Do you wanna build a snowman,” as well as being fluent in kid-speak and parent-talk, look below for the position that best describes you.

CFKIDS Information Center ministry area

Welcome team Service Captain
As a Welcome Team Service Captain you are the like the pied pipers of party animals.  You’re a ninja when gathering personal family information and you are not even a Facebook stalker.  You are also fluent in John Maxwell and Dora the Explorer, which helps you lead your team to create a welcoming and fun environment for families as they arrive for registration and check-in at CFKids Ministry.  

· Your primary responsibilities include:
· Creating a welcoming and “partyish” environment while providing fast and friendly service to new families registering for the first time or regular attending families.
· Leading a Welcome Team consisting of New Family Hosts, Check-in Kiosk Attendants/Greeters, Safety Team and CFKids 411 Station Attendants.
· Equipping volunteer team with the function of the role as follows:
· Training them to properly and warmly greet and welcome kids and parents as they arrive.
· Equipping volunteers with all security processes and procedures, ensuring that each child has a nametag and is properly checked in.
· Ensuring that volunteers are properly trained to assist parents with missing tags as needed, ensuring uncompromised commitment to the safety and security of our kids.
· Ensuring that the proper security procedures are followed at all times.
· Attending huddle with your team to build community.
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathway: Ministry Assistant

Welcome TEAM Service Captain APPRENTICE
As a Welcome Team Service Captain Apprentice you are you are to the Service Captain as Goose is to Maverick.  You are a co-pilot, helping to navigate your aircraft to achieve its mission.  You have great potential to become a pilot one day, and so you shadow the Service Captain eagerly gleaning as much flight time as possible in your current role.

· Your primary responsibilities include:
· Assist with creating a welcoming and “partyish” environment while providing fast and friendly service to new families registering for the first time or regular attending families.
· Assist with leading a Welcome Team consisting of New Family Hosts, Check-in Kiosk Attendants/Greeters, Safety Team and CFKids 411 Station Attendants.
· Assist with equipping volunteer team with the function of their roles.
· Assist with ensuring that the proper security procedures are followed at all times.
· Assist with attending huddle with your team to build community.
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Leadership Growth Pathway: Welcome Team Service Captain

Welcome TEAM Volunteer
As a Welcome Team Volunteer you are known to create a welcoming and fun party everywhere you go. You’re a ninja when gathering personal family information and you are not even a Facebook stalker.  You are also fluent in Joyce Meyer (full of encouragement) and Dora the Explorer (full of information).  You’re greatest joy each weekend is to help new families as they arrive for registration at CFKids Ministry, as well as welcome home all of our returning families.

· Your primary responsibilities include:
· Helping to create a welcoming and “partyish” environment while providing fast and friendly service to new families registering for the first time or regular attending families checking into our CFKids Ministry programs.
· Cross-trained with the ability to step into any of the CFKids Welcome Team volunteer roles including: New Family Host, Check-in Kiosk Attendant/Greeters, Safety Team or CFKids 411 Station Attendant, as needed.
· Assisting with the implementation of security processes and procedures, ensuring that each child has a nametag and is properly checked in.
· Assisting parents with missing tags as needed, ensuring uncompromised commitment to the safety and security of our kids.
· Attending huddle with your team to build community.
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathway: Welcome Team Service Captain Apprentice

Early Childhood ministry area

EARly CHILDHOOD SERVICE CAPTAIN
As an Early Childhood Service Captain you are a leader of leaders.  You command the respect of your crew by guiding them with a servant’s heart and a passion to reach families for Christ. The endearing phrase, “Captain, my captain!” can be heard echoing down our hallways as you move from room to room encouraging and coaching your crew at their posts.  Writing thank you cards is your superpower just like text messaging is your love language.  You are the MacGyver of S.E.R.V.E. and can build a team out of Popsicle sticks and bubble gum.  When your ship is maneuvering stormy waters, you remain calm and give direction, not only keeping the ship afloat, but also keeping it on the correct course.  You are famous during tenuous moments to be heard saying, “Remember Mateys … Keep to the code!”

In this role you will provide personalized care and direction for 2-5 leaders based on SERVE principles, along with supporting the Area Coordinator by overseeing one weekend service.

· Your primary responsibilities include:
· Supporting the Area Coordinator by overseeing one weekend service.
· Providing personalized care and direction for up to 5 rooms of volunteers based on SERVE principles.
· Ensuring that volunteers arrive on time, know their role and are resourced with all the supplies needed to complete their assignments.
· Ensuring the service is run on schedule and executed with excellence.
· Connecting weekly with the Area Coordinator or Ministry Assistant for weekend reporting, evaluation and needed communication.
· Connecting and building relationships with volunteer team through weekly contacts.
· Assisting with apprenticing, mentoring and training sessions to strengthen the leadership abilities of their team.
· Mentoring a Service Captain Apprentice.
· Attending huddle with your team to build community.
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Leadership Growth Pathway: Ministry Assistant

EARly CHILDHOOD SERVICE CAPTAIN APPRENTICE
As a Service Captain Apprentice you are to the Service Captain as Goose is to Maverick.  You are a co-pilot, helping to navigate your aircraft to achieve its mission.  You have great potential to one day become a pilot, and so you shadow the Service Captain eagerly gleaning as much flight time as possible in your current role.

· Your primary responsibilities include:
· Supporting the Service Captain by assisting during one weekend service.
· Assisting with volunteer team arrival, ensuring their know their roles and are resourced with  all the supplies needed to complete their assignments.  
· Assisting with weekly calling or emailing to confirm assigned volunteers for upcoming  weekend. 
· Volunteer recruiting and staffing in assigned ministry area.  
· Assisting Service Captain with overall running the service as needed.  
· Assisting with weekly volunteering connect efforts.  
· Attending huddle with your team to build community.  
· Assisting with inviting volunteers to join the party and serve alongside you. 

 Possible Leadership Growth Pathway: Early Childhood Service Captain



Room Leader
As the Room Leader you are faster than a falling Binky, can equip and empower a team stronger than a locomotive, and are able to leap over five Duplo towers in a single bound.   You also cast vision where macaroni is a beautiful heirloom jewelry piece.   You do all this while providing encouraging leadership and providing practical support for 5-10 volunteers during one weekend service.  You will also get to facilitate teaching elements within your assigned room, ensuring that the children participate in a meaningful and age-appropriate worship experience in alignment with the Christ Fellowship provided curriculum.

· Your primary responsibilities include:
· Serving as a mentor/coach to the Room Leader Apprentice.
· Coordinating room volunteers’ monthly serving schedules.
· Connecting and building relationships with volunteer team through weekly contacts.
· Ensuring that room volunteers arrive on time, know their role and are resourced with all the supplies needed to complete their assignments.
· Ensuring a safe, age-appropriate and fun Bible-learning experience for kids using the curriculum provided by Christ Fellowship and in alignment with its beliefs and core values.
· Assigning or facilitating the delivery of the Bible story using the curriculum provided by Christ Fellowship.
· Ensuring that the worship, craft and activities are organized and carried out effectively and with excellence. 
· Attending huddle with your team to build community.
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathway: Early Childhood Service Captain Apprentice

Room Leader Apprentice
As the Room Leader Apprentice you stick like glue to the Room Leader, soaking up all the wisdom and experience you can while assisting with whatever the Room Leader needs.  You’re like Robin is to Batman … you’ve always got your Room Leader’s back.  You actually aspire to be like him/her one day!

· Your primary responsibilities include:
· Assisting Room Leader with the monthly coordination and weekly confirmation of assigned volunteers serving schedules.
· Assisting with the resourcing and care of the Table Hosts.
· Assisting with the delivery of the Bible story as needed.
· Assisting with ensuring that the worship, craft and activities are organized and carried out effectively and with excellence. 
· Attending huddle with your team to build community.
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathway: Room Leader



Room Greeter
As the Room Greeter you are an adult over 18 years and have a strange obsession – labels and label makers.  You could be a Secret Service Agent but break character every time you see a cute baby.  You’re like Buzz Lightyear in the beginning of Toy Story 1, but you can save the day like Buzz Lightyear in Toy Story 3.  On a serious note, you will have the wonderful privilege of welcoming children and parents as they arrive to your classroom for drop-off, and will assist with checkout at the end of service, ensuring that all security tag processes are followed appropriately.

· Your primary responsibilities include:
· Welcoming kids and families with enthusiasm as they arrive.
· Ensuring that each child has a nametag and is properly checked in.
· Obtaining all evacuation sheet information from parents.
· Serving as classroom “runner” throughout the service hour as needed.
· Meeting parents at the door during checkout time, matching kid tags to parent tags.
· Ensuring that proper security procedures are followed at all times.
· Attending huddle with your team to build community.
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathway: Room Leader Apprentice

NURSERY ROOM VOLUNTEER
As a Nursery Room Volunteer you are like Vin Diesel in “The Pacifier” … both commanding and possessing a soft heart for kids.  While you may be unsure how to care for these little ones, you know you have a mission to make sure they are safe and sound while mom and dad are gone.  The greatest mission you fulfill, though, is helping our youngest children know they are loved.  This is the foundation for them to understand the love God has for them as they grow up.  You, no doubt, will earn a Purple Heart or two along the way, but in the end, there will be many who will rise up to thank you for loving them through the spit-up and teething phase of their lives.

· Your primary responsibilities include:
· Building foundations of trust so that they kids know they are valued and loved.
· Providing a fun, safe, and loving environment.
· Building confidence and relationship with parents.
· Attending huddle with your team to build community.
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathway: Room Leader Apprentice

Table Leader
As the Table Leader your imagination is only slightly outdone by the kids you play with.  Your home is elaborately decorated with cotton balls and pipe cleaners. You really do have eyes in the back of your head and parents love that about you.  You can talk Big Bird, Green Eggs and Ham, Optimus Prime, or Jack Bauer with the best of them.  Kids say the darnedest things and you actually understand them.  In this role you will get to worship alongside kids ages two through kindergarten and lead them in table time activities designed just for them.  You will also have the opportunity to build relationships with the children, specifically those at your designated table, guaranteeing that every child feels known, welcomed, loved, included, and important.

· Your primary responsibilities include:
· Serving as a mentor/coach to the Table Apprentice.
· Building foundations of trust so that kids know they are valued and loved.
· Providing a safe, welcoming and partyish environment.
· Guiding his/her assigned table through Bible activities as directed by room leader.
· Praying for the kids at his/her assigned table.
· Building confidence with parents.
· Attending huddle with your team to build community.
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathways: Room Greeter, Room Leader Apprentice

Elementary Ministry Area

Elementary SERVICE CAPTAIN
As an Elementary Service Captain you are a leader of leaders.  You command the respect of your crew by guiding them with a servant’s heart and a passion to reach families for Christ. The endearing phrase, “Captain, my captain!” can be heard echoing down our hallways as you move from room to room encouraging and coaching your crew at their posts.  Writing thank you cards is your superpower just like text messaging is your love language.  You are the MacGyver of S.E.R.V.E. and can build a team out of Popsicle sticks and bubble gum.  When your ship is maneuvering stormy waters, you remain calm and give direction, not only keeping the ship afloat, but also keeping it on the correct course.  You are famous during tenuous moments to be heard saying, “Remember Mateys … Keep to the code!”

In this role you will provide personalized care and direction for 2-5 leaders based on SERVE principles, along with supporting the Area Coordinator by overseeing one weekend service.

· Your primary responsibilities include:
· Supporting the Area Coordinator by overseeing one weekend service.
· Providing personalized care and direction for up to 10-12 volunteers based on SERVE principles.
· Ensuring that volunteers arrive on time, know their role and are resourced with all the supplies needed to complete their assignments.
· Ensuring the service is run on schedule and executed with excellence.
· Connecting weekly with the Area Coordinator or Ministry Assistant for weekend reporting, evaluation and needed communication.
· Connecting and building relationships with volunteer team through weekly contacts.
· Assisting with apprenticing, mentoring and training sessions to strengthen the leadership abilities of their team.
· Mentoring a Service Captain Apprentice.
· Attending huddle with your team to build community.
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Leadership Growth Pathway: Ministry Assistant


Elementary SERVICE CAPTAIN APPRENTICE
As a Service Captain Apprentice you are to the Service Captain as Goose is to Maverick.  You are a co-pilot, helping to navigate your aircraft to achieve its mission.  You have great potential to one day become a pilot, and so you shadow the Service Captain eagerly gleaning as much flight time as possible in your current role.

· Your primary responsibilities include:
· Supporting the Service Captain by assisting during one weekend service.
· Assisting with volunteer team arrival, ensuring their know their roles and are resourced with  all the supplies needed to complete their assignments.  
· Assisting with weekly calling or emailing to confirm assigned volunteers for upcoming  weekend. 
· Volunteer recruiting and staffing in assigned ministry area.  
· Assisting Service Captain with overall running the service as needed.  
· Assisting with weekly volunteering connect efforts.  
· Attending huddle with your team to build community.  
· Assisting with inviting volunteers to join the party and serve alongside you. 

 Possible Leadership Growth Pathway: Elementary Service Captain

Room Greeter
As a Room Greeter you resemble a combination of Mickey Mouse, warming and welcoming, and Paul Blart, known for having a soft heart while maintaining an “All In” commitment to the safety and security of those for whom he is responsible.  The kids love you and parents are comfortable with leaving them in your charge.  Nothing goes unnoticed under your watchful eyes … now if only you had a Segway!

Ultimately you get the opportunity to welcome children and parents as they arrive to your ministry area for drop-off, assist with the implementation of various safety and security measures during the service, and will assist with checkout at the end of service, ensuring that all security tag processes are followed appropriately.

· Your primary responsibilities include:
· Warmly greeting and welcoming kids and parents at ministry area entrance door.
· Ensuring that each child has a nametag and is properly checked in.
· Obtaining all evacuation sheet information from parents.
· Serving as bathroom monitor throughout the service hour as needed.
· Meeting parents at entrance door during checkout time, matching kid tags to parent tags at exit door.
· Ensuring that proper security procedures are followed at all times.
· Attending huddle with your team to build community.
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathway: Kid Connector, Circle Host Apprentice



Kid Connector
As a Kid Connector, you are like the “friends only” version of Match.com for kids.  You serve as the key link for moving kids from the door into their seat at the table, making sure they are connected to at least 1 friend at the same time.  You are like Hawkeye from the Avengers…no one enters the room without you knowing they’ve arrived.  Your target is hit every time a new friend is made on your watch.

· Your primary responsibilities include:
· Warmly greeting and welcoming kids at the entrance door.
· Ensuring that kids know which table at which to sit.
· Making introductions for new kids, helping them to connect to their Circle Host, as well as at least one other kid at the table.
· Serving as bathroom monitor throughout the service hour as needed.
· Assisting with parent pick up as needed.
· Attending huddle with your team to build community.
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathway: Circle Host Apprentice

Circle Host
As a Circle Host you gravitate to the kids table at holiday meals. You have a shelf in your home full of bubbles, silly-string, moon sand, rocks, and play-doh…and you may or may not have kids at home. You have deep, meaningful conversations in the church lobby, not with adults, but with kids. Prayers for goldfish are a huge part of your daily time with God. You know where the secret stash of Nerds Ropes is hiding.

The best part of your role is the opportunity to help kids to better understand the teaching topic and develop relationships with the children in your ministry environment, specifically those in your designated circle, guaranteeing that every child feels known, welcomed, loved, included, and important.

· Your primary responsibilities include:
· Leading the activities as directed from the stage facilitator during one weekend service.
· Having a good understanding of each week’s lesson so you can facilitate activities and lead discussions to help children understand and apply Biblical truths to their lives.
· Affirming and coaching kids to practice the Christian disciplines (Bible study & memorization, prayer fellowship, evangelism) in their daily lives.
· Providing a fun, safe, and loving environment.
· Praying for the kids at your assigned table.
· Building confidence with parents.
· Attending huddle with your team to build community.
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathway: Host/Actor, Teaching Team, Service Captain Apprentice



Circle Host Apprentice
As a Circle Host Apprentice you are the last one to stop playing video games in the game room when services start. You’re not ashamed to do the motions to songs in big church. You look forward to the three little words “Nerf Gun Wars.”  You look for ways to glean the experience and wisdom of leading kids from your Circle Host mentor.

· Your primary responsibilities include:
· Assisting with the circle activities as by the Circle Host.
· Having a good understanding of each week’s lesson so they can facilitate activities and lead discussions to help children understand and apply Biblical truths to their lives.
· Assisting with affirming and coaching kids to practice the Christian disciplines (Bible study & memorization, prayer fellowship, evangelism) in their daily lives.
· Providing a fun, safe, and loving environment.
· Praying for the kids at his/her assigned table.
· Building confidence with parents.
· Attending huddle with your team to build community.
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathway: Circle Host, Host/Actor

preschool chapel & elementary program teams

Program team captain
As a Program Team Captain you have a director’s chair in your bedroom with your name on it. You wake up in the middle of the night yelling, “Don’t say that from the stage!” There are 3 stopwatches within arms-length at all times. You have a detailed plan for how to navigate all the creative personalities around you.

In this role you have the opportunity to provide encouraging leadership and practical support for 5-10 volunteers during weekend services.  You will also coordinate the worship service experience elements, ensuring that all music, drama, teaching, and media elements are implemented with excellence and are in alignment within the curriculum provided by Christ Fellowship.

· Your primary responsibilities include:
· Having a good understanding of each week’s lesson so you can ensure activities and lead discussions to help children understand and apply biblical truths to their lives.
· Coordinating program team serving schedules.
· Calling and emailing to confirm all participants are available and prepared for assigned service weekend.
· Making sure all your program team volunteers have the materials they need to prepare.
· Directing mid-week rehearsals as scheduled.
· Directing program elements during the service.
· Attending huddle with your team to build community.
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathway: Service Captain.

Media Volunteer
As the Media Volunteer you know that being called geek or nerd is a term of endearment.  You understand the difference between coaxial, HDMI, XLR, and S-Video, but question why two adults have to take a child to the rest room.  On a serious note, you will have the opportunity to enhance the Bible story and worship experience through sound and lights, which will help create an exciting, interactive, and memorable learning environment.

· Your primary responsibilities include:
· Controlling audio, lighting and video systems in assigned area. 
· Working in harmony alongside other program team members as needed (i.e., co-host, game leaders, worship leaders, etc.) to effectively deliver the teaching elements in alignment with the curriculum provided by Christ Fellowship.
· Assisting with preparation and resetting of program elements, stage, and room before and after each service.
· Attending mid-week rehearsal as scheduled.
· Attending huddle with your team to build community.
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathway: CFStudents Media Team

Host/Actor
As the Host/Actor you know that toilet paper can be used for way more than just the bathroom.  When watching the Disney Channel you are always thinking you could do it better.  For every event in your life you begin it with a countdown…10, 9, 8, 7…  You divide girls vs. boys for every competition.  You own a Jesus robe and a smelly beard.   You know the words to the “Mahna Mahna” song.

· Your primary responsibilities include:
· Serving as an actor, co-host or game leader as assigned.
· Learning/memorizing lesson materials and/or scripts in order to perform assignment with excellence.
· Working in harmony alongside other program team members as needed (i.e., co-host, game leaders, worship leaders, etc.) to effectively deliver the teaching elements in alignment with the curriculum provided by Christ Fellowship.
· Attending huddle with your team to build community.
· Attending mid-week rehearsal as scheduled.
· Assist with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathway: Teaching Team, Program Leader   

Worship Team Volunteer
As a Worship Team Volunteer your dream is to be a contestant on “So You Think You Can Dance.” You can sing the most popular song of every Disney movie for the last 5 years…choreography optional. You sing in the shower…not for fun, but for the acoustics. Your iPod is filled with artists like Hillsong Kids, GoFish, and PureNRG…and you sing to them in your car.

In this role you will serve in a supporting program team role to help create an atmosphere of engaging worship, which leads kids to experience Christ. Specific roles include: Praise Team Leaders, UpBeat Dance Team Leaders and Worship Band Team Leaders.

· Your primary responsibilities include:
· Serving as Worship Team Leader on assigned weekends.
· Leading worship segments on stage during assigned weekend services.
· Working with kids and students who serve on these teams.
· Working in harmony alongside other Program Team Volunteers to coordinate worship service elements in alignment with the curriculum provided by Christ Fellowship.
· Learning/memorizing worship songs and music in order to carry out assignment with excellence.
· Attending huddle with your team to build community.
· Attending mid-week rehearsal as scheduled.
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathway:  Circle Host, Program Team Captain Apprentice

Teaching Team Volunteer (Preschool chapel & Elementary)
As a Teaching Team Volunteer you are as comfortable with giving out the recipe for slime as you are with singing the Books of the Bible. You get really excited when you see water balloons. You can explain believer’s baptism with only four movements of your arms. Although you would watch them anyways, your excuse for watching cartoons is “research.” You have the knack for turning random junk into lesson props.

· Your primary responsibilities include:
· Working in harmony alongside other program team members as needed (i.e., co-host, game leaders, worship leaders, etc.) to effectively deliver the teaching elements in alignment with the curriculum provided by Christ Fellowship.
· Learning lesson materials in order to effectively present the Bible teaching in a creative and memorable fashion.
· Attending huddle with your team to build community.
· Attending mid-week rehearsal as scheduled.
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathway: Program Team Leader



EVENT and Weekday VOLUNTEERS

special EVENT VOLUNTEER
As an Event Volunteer you are like the Minions who live to serve.  When guided in positive directions, your skills and servant-heart become a force to be reckoned with.  You may have anything from a Martha Stewart to a Property Brothers skillset or you may just like people and want to make a difference in their lives.  In this role you will help reach our community by serving in various capacities at our annual events like Easter weekend, Summer Family Experience, #ProjectServe for 4th & 5th Graders, Family Fall Festival and Christmas Services.

· Your primary responsibilities include:
· Setup or breakdown of event. 
· Passing out materials such as flyers, candy, etc. 
· Checking in or registering events guests. 
· Staffing tables or booths. 
· Serving food or beverages. 
· Greeting, thanking, front door, or ushering.   
· Decorating. 
· Any other duties as assigned by CFKids staff or as required by event. 
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathway:  A regular weekend volunteer role.

Milestone EVENT VOLUNTEER
As a Milestone Event Volunteer you too are like the Minions who live to serve.  Being guided in the direction of helping our families celebrate their kid’s spiritual steps, your skills and servant-heart become a force to be reckoned with.  You do have anything from a Martha Stewart to a Property Brothers skillset and you love people in such a way that it makes a difference in their lives.  In this role you will help prepare our environment for our Milestone events including Parent/Child Dedication classes and weekends, Starting Line classes, 1st Grade Bible Celebration and 5th Grade Graduation.

· Your primary responsibilities include:
· Setup or breakdown of milestone. 
· Decorating room/milestone environment. 
· Assisting during the milestone event in a hosting role.
· Checking in or registering milestones guests. 
· Staffing tables as needed. 
· Serving food or beverages as needed. 
· Greeting, thanking, front door, or ushering.   
· Any other duties as assigned by CFKids staff or as required by milestone event. 
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathway:  A regular weekend volunteer role.



Weekday office VOLUNTEER
As a Weekday Office Volunteer you are the right-hand of our administration team as Pepper Potts is to Iron Man.  You have the organizational skills of Mary Poppins and can bring order to the most chaotic situations.  In this role you get to help keep our CFKids Ministry organized and effective.  You’ll have the opportunity to use your administrative skills by working in our church database, assisting our CFKids Directors, Administrative Assistants and Resource Coordinator with various office and resource responsibilities, and helping us prepare for our weekend programing.

· Your primary responsibilities include:
· Assist with various office tasks including data entry, filing, copying, etc.
· Assisting with weekend resource preparation and distribution.
· Word publishing and accounting responsibilities are a possibility based on experience.
· Lots of other fun assignments as well!
· Assisting with inviting volunteers to join the party and serve alongside you.

 Possible Position Pathway:  A regular weekend volunteer role.

A word about community service hours

a side benefit, not a purpose
We desire that our volunteer roles serve the purpose of helping our volunteers take discipleship steps while reaching kids and families for God.  A side benefit of serving in CFKids as a volunteer for some is the accumulation of community service hours.  Students are required to have a specified number of community service hours in order to graduate.  While we are happy to help coordinate the completion of these needed hours within our ministry, we do not want this to be the main reason students are stepping into service at CFKids.  

Here are some tips for handling community service hours at your campus:
· First, we do not advertise the availability of community service hours as an incentive for people to volunteer.  The possibility of earning these hours is communicated only on an as requested basis.
· When needed, help individuals understand the importance of having a heart for kids and serving in ministry BEFORE seeking to earn community service hours.  If they do not have a heart for kid’s ministry, recommend an alternate department that might be able to accommodate them.
· Volunteers who have completed our application, background check, interview, and orientation process are eligible to earn community service hours within CFKids.
· It is the responsibility of the student or individual to maintain a record of the hours they have served.  CFKids Staff will not be responsible for keeping this log.
· You may utilize Arena attendance to verify service hours worked as needed.  This can also be used as an incentive for the volunteer to regularly check-in before serving.
· The supervising Area Coordinator should sign community service hour forms.  If unavailable, the CFKids Director or SERVE Coordinator may sign the form.
· If you sense the volunteer is potentially abusing this privilege, it warrants an accountability conversation.  This is a great teachable moment to call them up to living out God’s standard of honesty while serving as good role models for our kids.

You may also, on occasion, encounter situations where community service hours are a court ordered requirement.  These individuals will need to complete our application and have a cleared background check before consideration.  Our SERVE Team should most usually intercept any applications of individuals who are not qualified to serve in CFKids.  If these individuals move beyond the background check step, set them up for an interview and follow our regular interview guidelines, giving particular attention to their story and growth steps beyond the courtroom situation.

CFKIDS VOLUNTEER PROCESS



Volunteer S.elect PROCESS

[image: ]

Volunteer INTERVIEW GUIDELINES

The following outlines how we will conduct our volunteer candidate interview.  A full version of these guidelines, which may be copied to have on hand during your interview, is available in Appendix J of this guidebook.

Note:  Volunteer candidates under 18 years old must have a parent present during the interview.

Introduction:
· Introduce yourself.
· Explain that the purpose of the interview is to get to know them better and help them find their area of service.
· Pray with the person before beginning the conversation.
· Take notes as you go along.
	
Opening Questions:
1. How did you find Christ Fellowship and how long have you been attending? 
2. How connected are you at Christ Fellowship?
3. Have you been through Journey classes?
4. What other groups have you been involved with at Christ Fellowship?



Spiritual Journey Questions:
1. Have you accepted Jesus as your personal Lord and Savior?

· If yes, ask them to tell you about their experience.  If their answer indicates they do not understand what this means, look for an opportunity to share the Gospel with them.
· If no, look for an opportunity to share the Gospel with them.

2. How do you strengthen your relationship with Jesus? 

Post interview questions to think about:
· Have they decided to follow Jesus with their life?
· Based on their spiritual maturity, where can this person best serve and be productive?


Family Questions:
1. Tell me about your family.
· Married?  ____
· Single?  ____
· Children?  ____
2. Read this question to them. ***(Only ask to people 18 and older)

“When it comes to relationships, God has called us to follow His plan, reserving a sexual relationship for a legally married man and woman.  Are you living according to God’s plan in this area of your life?”  

· If they answer no...
· Remember you are not there to call them “out” but to call them “up.”
· This is a ministry opportunity.
· Share with them that we have people who are at all stages of their spiritual journey and we accept people wherever they currently are.  
· We do offer opportunities for people to serve that are struggling in this area of their life and we’d like to connect them with someone who can help them get plugged in.   
· That being said, every role in CFKids is considered a key leadership role, since children are younger and so impressionable.
· We do ask that people who serve in CFKids are living by God’s plan in this area.
· (***If they will not be able to serve at this time due to the answers you received, do not ask the placement questions.)

3. Who are your friends and influences? (***Ask this question If they are under 18)

Post interview questions to think about:
· Are they involved in any relationships that would dishonor God and would limit their involvement in CFKids? 
· If yes, how can you help them get connected with someone who can journey with them? 


Emotional State Questions:
·  (If you were notified of a red flag on their background check, this is when you will talk with them about it.)

1. Are there any circumstances, patterns or issues in your life that might make it inappropriate for you to serve with minors or would compromise the integrity of Christ Fellowship? (If yes, please explain.)
2. Have you ever struggled with alcohol, drugs, medication, pornography or other harmful addictions? (If yes, please explain.)

(If yes - How long has it been you were last involved with this?) 

· (They should be free from the addiction for at least 3 years before serving in CFKids.)

3. Have you ever been accused of or charged with any crimes that would disqualify you from serving in CFKids?  Is it still a potential risk? (If yes, please explain.)
4. Have you ever been accused of or charged with abuse, neglect or any other charges against a child? (If yes, please explain.)

· (#4 would forfeit their ability to serve in CFKids.)

5. Is there anything mentally or physically that would prevent you or limit you from fulfilling the responsibilities of your role on the team? (If yes, please explain.)
6. Have you experienced any major life changes in the past year such as a major move, loss of loved one, illness, etc.? (If yes, please explain.)

·  (***If they will not be able to serve at this time due to the answers you received, do not ask the placement questions.  Go to the steps on page 62.)

Post interview questions to think about:
· Is there anything in their past or present that would forfeit their right to serve in CFKids? 
· If there is, then follow the steps referenced on page 62.


Social Media Questions:
1. Do you use social media? 
2. If yes, what media do you use? (Facebook, Instagram, Twitter, Snapchat, etc.)
3. If yes, would there be anything posted that would dishonor God or Christ Fellowship? 

· (Explain that families see our posts and we want to be a good example in this area.)

Placement Questions:
· Remember, the goal is not to place them WHERE YOU NEED THEM.  The goal is to place them WHERE THEY NEED TO BE.  
· This is called their sweet spot.  This is an area and role where they can use the talents and spiritual gifts God has given them.
· When a volunteer finds their sweet spot, they will thrive and serve long-term.
· Your job is to help them discover their sweet spot.
1. How busy is your life currently?
2. How is your home life currently?
3. Have you served in a ministry in the past? (If yes, please explain.)
4. What do you enjoy doing? 
5. What are you hoping to offer the people you serve?

· (Listen for spiritual gifts, personality strengths and life experiences.)

6. Are there any special skills or talents you could bring to the team? (Music, arts, technical, etc.)
7. What would be your dream role at church? 
8. What excites you most about serving?
9. What age of children do you enjoy working with the best?
10. Minimum age requirements for students (if not serving with their parent):
· Nursery: 9th grade
· Preschool:  6th grade
· GK Studios: 6th grade
· Nitro: 9th grade
· Welcome Team: 18+ years old
· Service Coordinator: 21+ years old
11. Which adult/student worship service do you presently attend? 	

Placement Steps
· Look over the age groups and help them find what they are interested in.
· If they are unsure, encourage them to try a few areas before deciding.
· Ask them to let you know if they get into an area or role and then realize it’s not a fit for them.  Let them know you’ll be checking with them in a few weeks to see how it’s going.  You want to help them find their sweet spot.

Area(s) of Interest

· 
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· Nursery (newborn-2)
· Preschool (3-Kindergarten)
· Preschool Chapel Experience
· Elementary (Grades 1-5)
· Special Needs/Shadow Ministry
· CFKids Information Center / Check-in
· Transition Team (Set up / Tear Down)
· Media
· Worship Team
· Weekday Office Help
· Milestones
· Special Events


Campus ________________________________   Service Time 	

How many times a month can you serve?  ____1   ____2   ____3   ____4

· Give them a copy of the roles in CFKids to look over and take with them.
· Let them know their area coordinator will help them find their specific role once they start serving.

Post interview questions to think about:
· What area(s) do you feel would be a good fit for the person based on your conversation with them?
· What role(s) do you feel would be a good fit for the person based on your conversation with them?


Connecting and Spiritual Growth Questions:
Let them know...
· This is about what we want FOR you rather than what we want FROM you.
· Serving is such a great way to get connected with a small group of people at church.  
· It’s also a catalyst for spiritual growth.  
· We want to be your biggest fan and encourager as you serve.
· Explain pre-service huddle and how it can help them connect relationally and grow spiritually.
 
Can we help you get connected with additional groups or classes?

Conclusion:
· Include any additional questions that are specific to your area.
· Give them any next step information they need to know such as orientation, follow-up conversations, etc. 
· Thank them for wanting to invest their time and talents in your area.
· If they are not going to be able to serve in CFKids Ministry at this time, let them know you will follow-up and get someone from another area to connect with them.
· Pray a blessing over them.

After the interview:
· Notify your campus leader of any new red flags that came up during the interview.
· Notify anyone who will be involved with helping them take their next step (orientation invite, adult ministry follow-up, etc.)

Volunteer Age and Room Opening Requirements

Minimum Grade Requirements By Area
· Nursery: 9th grade
· Preschool:  6th grade
· GK Studios: 6th grade 
· Nitro: 9th grade
· CFKids Information Center/Check-in Stations: 18+ years old
· Coach/Service Coordinator: 18+ years old

Staff Tip:  A best practice when students are serving is to have a 4-year age gap over the kids in the ministry area in which the student is serving.  Exception:  GK Studios where 6th – 7th graders may serve on Worship Team or Media team.

Grade Level Privileges and Restrictions
· Kid/Parent Volunteer Teams
· Grades 3 through 5 must serve with a parent in the classroom  
· May serve only with 3 year olds through kindergarten
· May sit on the floor and play with the children, but may not pick up or hold children
· Student Volunteers
· Middle School - Grades 6 through 8 
· May serve without a parent  
· Grades 6 to 7 may serve in God’s Big Backyard (Preschool) with children no younger than Walkers
· Grade 8 may serve in God’s Big Backyard (Preschool) with children no younger than Walkers and in GK Studios (1-3 grades)
· May sit on the floor and play with the children, but may not pick up or hold children
· High School - Grade 9 through 12
· May serve without a parent
· May serve with children no closer than four years (grades) their age
· Adult Volunteers - 18 years old and above
· May serve in any area

Minimum Requirements for Room Openings*
· Nursery = 2 Adult Volunteers (unrelated and 18+ yrs old)
· Preschool = 2 Adult Volunteers (unrelated and 18+ yrs old)
· GK Studios = 2 Adult Volunteers (unrelated and 18+ yrs old)
· Nitro = 2 Adult Volunteers (unrelated and 18+ yrs old)

*NOTE:  There must always be two volunteers in a room with kids at all times.  At least one of these must be an adult age 21 years or older.  To be able to open a room, if a second adult 18+ years should not be available, a 16yr old could serve as an adult.  This should be the exception, not the rule.

Volunteer to Kid Ratios & Ministry Quality Room Capacities

	Age Group
	Vol:Child
Ratio
	# of Children
Per Room

	Infants
	1:2
	10 children

	Crawlers
	1:3
	12 children

	Toddlers
	1:4
	15 Children

	2 year olds
	1:6
	15 children

	3 year olds
	1:8
	15-16 children

	4 year olds
	1:8
	17-18 children

	5 year olds & K
	1:10
	17-18 children

	Grades 1-5
	1:10
	Room Capacity
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WELCOME TEAM 101



overview

Our Welcome Team exemplifies the way we welcome, inform, and serve every person who attends CFKids Ministry.  Providing a remarkable experience for our attending families depends on a number of factors: volunteers, leaders, signage, facilities, and the overall “feel” of the church. Our goal, in every interaction with our families, is to exceed their expectations of hospitality.  This responsibility is not reserved for our Welcome Team only … it is the responsibility of all of our staff and volunteers in all of our CFKids Ministry areas.

The most important factor of having our families return is the experience they have from the first moment they walk on our campus.  We only get one opportunity to make a great first impression.  In fact, most families decide in the first 8 minutes if they are going to return or not.  If they don’t have a good first experience, it doesn’t matter how many times you “follow-up” with, them they won’t be back.

Here are 5 questions new families are asking themselves when they walk through our doors, followed by steps we can take to make sure they can’t wait to return.

1. Where do I go?
· Each campus should have clearly marked guest parking...and make it the best parking on the lot.  Have parking lot attendants guide guests into this area.  You can do this by having an entrance sign that says, “New Guests Flash Your Hazard Lights.”
· Have clearly marked outside directional signage.
· Have greeters at each door to welcome each person.
· Have hosts that help new families get registered and personally walk them to the right areas. Remember:  Never point – always walk.

2. Will they be friendly?
· Have the right people greeting.  Make sure your greeters have a great personality, love people, and have the ability to make new people feel comfortable.  You do not want people who look like they have been baptized in dill pickle juice “welcoming” people in a grumpy-ish manner.
· Make sure the friendliness factor, which is part of our church DNA, is felt in your ministry area. The friendliness factor must go way beyond the front door. It should extend throughout our families’ whole experience.
· Show genuine interest in each guest.  Move beyond the "welcome" and take time to talk with families.  Engage them in conversation and find out about their family.  Have the attitude of "There you are, I’ve been waiting for you!" instead of "Here I am, and it’s about time you showed up!" 
· Be just as friendly when they are leaving as when they were coming in.  Have greeters at the doors thanking people for coming as they leave.  The smiling face they see when they are leaving will be what they remember the most. 


3. Will my kids like it?
· CFKids Ministry is a top priority at Christ Fellowship.  This is evidenced by the investment in facility and environments, budget, volunteers, scheduling, resources, and staffing that is provided.  It is incredibly important we serve as good stewards of all of these blessings!
· We want to be intentionally “Full of Fun.”  Fun simply means being engaging...age appropriate...and relevant.  Listen and you will hear parents ask their children, "Did you have fun today?"  Work hard to make sure their answer is a resounding "Yes!" 

4. Will my kids be safe?
· Make sure staff and volunteers have a clear understanding of our safety and security procedures...and follow them.  We have an uncompromising commitment to the safety and security of our kids, volunteers and church.  This includes conducting background checks on all volunteers before they are allowed to serve a classroom with the kids, making sure no volunteer is ever alone with a child, security tag process, etc.
· When new parents register their kids, share with them the basic safety and security measures we have in place to keep their kids safe. 
· Provide parents of younger children with a pager when they drop them off.  Assure them you will page them if their child needs them.

5. Will there be anyone I can relate to?
· Have people from all generations as greeters.  If a young couple walks in and only sees senior citizens greeting, they are going to get the impression that the church is not for people their age...and visa versa. 
· Your congregation should reflect the social, economic, and ethnic diversity of your community.  Someone from any nationality should feel at home.  A millionaire and a hundredaire should feel equally valued and loved.
· Create a "hospital" culture instead of a "museum" culture.  Message that people don't have to "have their act completely together" to be a part of the church.  Allow people to "belong" before they begin to "believe" and start to "behave." 

WELCOME TEAM Mission, Standards, and Values

Every weekend is someone’s first weekend at our church. Our mission is to impact people with the love and message of Jesus Christ by welcoming, informing, and serving our families. Through our actions and interactions with our families, we display the love of Jesus and introduce them to a church that unchurched people love to attend.

Our Environment Is:

COMFORTABLE
· The temperature is pleasing.
· The building is safe and secure.
· The furniture, fixtures, and equipment are useful and kid-friendly.
CLEAN
· Every environment smells clean and fresh.
· All areas are neat and in order (e.g., extra boxes out of sight, supplies and toys in nice containers, etc.).
· Facility is spotless with floors, glass, and surfaces all white-glove approved. Think surgically clean!
· Trashcans are visible and emptied regularly.
· All volunteers constantly scan the floors for trash.
CLEAR
· Directional signage is effective and visible. Every area is clearly marked (e.g., God’s Big Backyard, GK Studios, Nitro (all including age group designations), New Family Registration, Restrooms, etc.).
· Volunteers provide clear directions and valuable information about all environments of the church and can guide families to exactly where they need to go.
· Volunteers know transition details in order to maintain a smooth flow of service as families arrive (e.g., check-in kiosk locations and function, room open and close times, classroom locations with age designations, etc.).

Our Volunteers Are:  

COMMITTED
· They are consistent with attendance and arrive prepared to serve.
· All positions are filled to the point that it allows the flexibility for staff and volunteers to leave their positions to serve families above and beyond.
CONTAGIOUS
· Volunteers are “Full of Fun” and provide the “WOW” welcome! We want to always exceed the expectations of our families with hospitality overload.
· With actions! All volunteers are welcoming. They smile, make eye contact, and serve with passion, excitement, and anticipation of what God is going to do through them.
CONCIERGES
· They provide excellence in every action—provide intentional acts of service; look for ways to “WOW” families (e.g., if one of them is coughing, get him/her water; ask a child what his/her favorite candy is and then make sure to have it for him/her as he/she leaves that day, etc.).
· They provide excellence in every interaction—initiate the “Hello,” and walk families who need directions; call families by name when possible.


Greeting Etiquette Recap

	DO’s
	DO NOT DO’s

	· Always Walk
	· Never Point

	· Say, “My pleasure.”
	· Not … “No problem.”

	· Say, “Let me find out for you.”
	· Not … “I don’t know.”

	· Have a, “There you are…I’ve been waiting for you!” attitude.
	· Not a “Here I am…it’s about time you showed up!” attitude.





New family registration steps & Best practices

· [image: NFRegForms.jpg]Warmly greet new families and offer your assistance.
· As needed help parent/guardian fill out registration form.
· Look over the registration form to ensure it is legible and completely filled out, including email address.
· [image: ]Fill out 4-part green security tag for each child. Tag consists of:
· Parent/guardian Tag (must be presented to pick up child)
· Child’s nametag
· Classroom tag
· Bag/Toy Tag
· Explain tag procedure to parent:
· Matching Security Numbers
· Main Worship paging process
· Text message paging option

· Place nametag on each child:
· Nursery/Preschool – on back
· Elementary – on front
· Give parent/guardian 1 New Family Bag with 1 bracelet for each child.
· Walk family to classrooms.
· Walk parent/guardian to Worship Center.

NEW FAMILY BAG contents
· CF Kids trifold brochure
· Coming Back next week? card
· CF Kids Check In card
· Stay Connected card
· Thanks for being our guest card
· Connect 12 card
· Campus specific service times card
· Bible app card
· Bracelet


New Family Follow-up Steps & Best Practices

· As you greet and talk to new families, remember to notice specific things that come up during your conversation, which you can reference in your personal note to them, (i.e., 1st time to church; new to area; where they are from; kids’ school; parent’s work; child’s clothing or special toy; etc.)
· Once you have helped them reach their destinations, write down 2-3 of these things in the space provided on the back of their New Family Registration card. 
· When check-in closes or as time allows, use the notes you made to handwrite a personal message on the New Family postcard welcoming the families and encouraging them to attend again.
· [image: ]Use as many first names as possible. Example – instead of saying “To the Johnson Family” say “Dear John and Betty.”  Also include the kids’ first names and something special you noticed about them in the message of the note.
· Remember to use your best penmanship, making it legible; however, don’t feel like it has to be perfect.  A personal, handwritten note carries great value just from the time you are investing in writing it.
· Pray for the family as you write your note.
· Below are some examples of lines you might use in your note:
Dear    Parent(s) First Name(s),
· It was great to meet you today and spend a few minutes with you. I was very interested to learn about your work at/in (Parents work/job).
· We are so glad you have moved to our community from  (name of city/state/country from which they moved) and want to welcome you home to the church family.
· I hope    Child’s name    had a really fun time in CFKids and we are excited to have him/her in our ministry.  He/she will have the opportunity to make lots of new friends as he/she attends each week.
· I can’t wait to see you again on your next visit.  Please be sure to come say hello to me.  I will be looking for you!
· End with, “Welcome Home!” and then sign your name.
· Be sure to address the front of the postcard.
· Place card in your designated collection area at your campus.
· The CFKids Staff will make sure the cards are mailed on Monday’s each week.
· Upon their return visit, families may present this card to receive a free CFKids t-shirt.  Be sure to have a good supply of these t-shirts on hand to celebrate their return visit.
· In addition to the postcard referenced above, each Area Coordinator will make time on the front side of the week to handwrite an individual welcome postcard to each child who attended the ministry area.  These should be mailed no later than Wednesday following the child’s visit.[image: ]


Thanks so much for being the arms of Jesus welcoming new families.  People decide in the first few minutes if they are going to return. You play such a vital role in reaching people for Christ who walk through the church doors.

STAFF NOTE:  New Family Registration card counts, as well as a count of returning kids t-shirts handed out, will be entered into the CFKids Weekend Attendance Sheet on the Google Drive (see your CFKids Director for access information.)


CHECK-IN OPEN AND CLOSE TIMES
· Opens 30 minutes before start of services.
· Closes 30 minutes after start of service.
· A “Check-in Time” sign should be posted on or next to kiosks.
· When check-in closes, if you have families arrive late, explain our program schedule to parents so they understand why it’s difficult to introduce new kids into groups after check-in closes.
· Remember … Keep to the Code!  Always respond lovingly and extend grace … practice “people over policy” as needed.
· New Families are always an exception to our close times.  Again, help them understand our program schedule so they understand when to arrive, etc.
· We will also extend lots of grace for late arrivers at the launch of any new campus.  It takes time for families to get used to us!
GOT TAGS?  CHILD PICK-UP AND MISSING TAG PROCEDURES

Check-In
· All children must have a nametag before entering any CFKids environment. During all CF events, the check-in kiosks are used to provide nametags for both children (and volunteers.) 
· When checking in at the kiosk, three tags will be printed:  1) a nametag to be placed on each child; 2) a Parent Tag which the parent will keep and present at pick-up time; and 3) a Room Tag which will be handed to the Room Greeter for placement on the room or ministry area evacuation sheet.
· The Parent Tag contains an alphanumeric code, which corresponds to the child’s nametag. If the computer check-in Kiosk is down and inoperable, a handwritten security tags may be used. These tags can be issued at the CFKids Information Center only.

Child Pick Up 
On occasion, our Welcome Team may be asked to assist in our classroom areas during child pick-up.  Here are the steps we must follow during this transitional time:
· BEFORE PARENT/GUARDIAN ENTER:  Check to make sure all parents/guardians have their Parent/guardian Tag.  If they do not, send them to the CFKids Information Center to complete the Missing Tag Procedure.
· BEFORE PARENT/GUARDIAN & CHILD LEAVE ROOM:  Ensure that the Parent/guardian Tag security number matches with the child’s nametag security number.  IMPORTANT:  Be sure that the alphanumerical code matches exactly before allowing child to leave the room.
· If the tag matches, the child can be released to the parent.
· Be sure parent/guardian collects child’s diaper bag, artwork, handouts, or any other personal items before they leave. 
· Be sure to connect with parents, telling them something special and/or positive about the child that you noticed today (e.g., he/she is such a moving worshipper, prayer warrior, etc.). 
· Tell the child how glad you are that they came to see you and you can’t wait to see them again. 
OUR TAG MOTTO:
Child pick-up with tag…EASY.
Child pick-up without tag…COMPLICATED!
WHERE’S YOUR PARENT TAG?

MISSING PARENT TAG PROCEDURE
· Escort Parent/Guardian to CFKids Information Center.  IMPORTANT: Child must stay in classroom.
· Welcome Team will verify Parent/Guardian’s authorization to pick child up by:
IF REGISTERED IN ARENA
1. Take his/her driver’s license or other legal picture ID card (e.g., passport, student ID, etc.).  (NOTE:  A credit card may not be used as an ID card.)
2. Check parent’s/guardian’s record in Arena to make sure that the child’s name is attached to his/her record or there is a relationship connection.
3. Verify birthdate against driver’s license or ID.
4. Have parent/guardian fill out and sign the Missing Tag Form (see Appendix E).
5. Once Missing Tag Form is complete and signed, fill out a Re-Issue Slip for Lost Tag (see Appendix E) slip for parent/guardian to take back to child’s room.

IF NOT REGISTERED IN ARENA (New Family)
1. Pull New Family Registration Form for child.
2. Verify that parent/guardian is listed on child’s form.
3. Verify address against driver’s license or ID.
4. Ask Parent/Guardian to give you child’s birthdate and info on form.
5. Have Parent/Guardian fill out and sign Missing Tag Form.
6. Fill out a Re-Issue Slip for Lost Tag slip for parent/guardian to take back to child’s room.

IF YOU CANNOT VERIFY THE PERSON PICKING UP THE CHILD
1. Make a phone call to the person listed as the parent/guardian on the child’s record and ask if it is ok for the person at the desk to pick-up their child.
2. Go to the child’s classroom and ask him/her who brought him/her to church today.
3. If it is the same as the person at the CFKids Information Center, check with your Area Coordinator for 2nd confirmation that it is okay to release the child.
4. Have Parent/Guardian fill out and sign Missing Tag Form.
5. Fill out a Re-Issue Slip for Lost Tag slip for parent/guardian to take back to child’s room.

MISSING CHILD TAG PROCEDURE
· Find the child’s name on the room’s evacuation list.
· Verify that the security number on the Parent/guardian tag matches the number on the evacuation list.
· If it matches, release child to Parent/Guardian.
· If no match, guide Parent/Guardian to the CFKids Information Center.  IMPORTANT: Child must stay in classroom.
· Welcome Team will follow Missing Parent/guardian Tag Procedures above.

Parent Tag “Will Call” (Authorized to Pick-up) Procedure 
· [image: ]This procedure is an exception, not the rule, and should only be used as needed for such activities as Worship Team practice or off-site events (e.g., #Project SERVE).  
· We do not advertise this procedure.  It is made available only on an “as necessary” basis and only upon request.
· Parents/guardians are expected to stay on-campus during CFKids weekend services.
· If it is necessary for a dropping-off parent/guardian to leave a Parent tag at the CFKids Information Center for someone else to pick up their child, please have them fill-out and sign the Authorized to Pick-up Permission Form (see Appendix E).
· Let the dropping-off parent/guardian know that we will require a driver’s license or some other legal picture ID from the person picking-up the child.
· Attach the Parent Tag to the permission form.
· When the pick-up person arrives, ask him/her for his/her driver’s license or picture ID to verify he/she is the person authorized to pick up the child.
· For off-site events, such as a Life Group meeting, specific contact information will be required from the parents/guardians. A mobile phone number, host-home phone number and/or group leader’s phone number must be provided. In addition, the parent/guardian must supply the location of the class or meeting and time of pickup.


[image: ]
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CFKIDS TERMINOLOGY [TUR-MUH-NOL-UH-JEE]



We believe that words matter, and being clear, current and relevant with our terminology is important.  Below is a list of terms used in CFKids, along with their definition:The difference between the right word and the almost right word is the difference between lightning and the lightning bug. --Mark Twain


Keep to the Code – An internal Staff phrase used as a reminder to uphold our CF Core Values … or in CFKids language, “Our Code.”

CFKids – Christ Fellowship’s ministry to kids ages newborn through 5th Grade.  (Formerly known at God’s Kids.)

“Newborn” through 5th Grade – The age-range of kids that our CFKids team looks after.  We use the term “newborn” rather than “birth” to help clarify that we are not a birthing center…we will leave that up to our capable maternity wards!  We do help people experience new spiritual birth, however!

Ministry Area – a specific age group and/or SERVE group falling under the umbrella of CFKids.  Our ministry areas are:
· Early Childhood (Includes our Nursery and Preschool age groups)
· Nursery (Newborn through 2 years)
· Preschool (3 years through Kindergarten)
· Elementary (Includes all kids Grades 1-5)
· CFKids Welcome Team (Includes our greeting, check-in and new family registration teams)
· CFKids Worship (Includes our CFKids Worship Team and CFKids Choir)
· Shadows (Includes our volunteers who provide 1-on-1 care in our ministry environments for kids with special needs)

Ministry Environments – Rooms and area with a specific theme that accommodate our ministry areas.  These ministry environments include:
· God’s Big Backyard – This is our environment name for our newborn through kindergarten kids.
· GK Studios* – This is the room name for the location where kids in grades 1-5 will gather for weekend worship.  If a campus is able to accommodate a separate Nitro environment, this meeting area is for grades 1-3.
· Nitro* – Available at some of our campuses, this is the room name for the location where kids in grades 4-5 will gather for weekend worship.
· CFKids Information Center – Staffed by our Welcome Team volunteers, this is the name of our kiosk locations for our new family registration, SERVE and event inquires and/or sign-ups and other general information.

*NOTE:  These two separate environments exist primarily at our larger campuses.  At many campuses, grades 1-5 meet together in GK Studios until such time as space restrictions have been reached which would mandate the need for a split ministry environment.  Another consideration will be if significant “critical mass” exists in grades 4-5, which would accommodate the energy needed to create an exciting, effective ministry environment, and if sufficient space is available at the campus.

Shadow Ministry – Helpful volunteers provide one-on-one assistance for children with disabilities so they can enjoy the experience to the fullest degree. (Online application required for family participation.)

CFKids Care – This is our childcare service staffed by our paid CFKids Care Providers.  Different from our CFKids weekend ministry, this team exists to support our Discipleship Ministry and other adult-oriented events for the purpose of providing childcare to accommodate budget-approved adult gatherings.  This does not include weekend CFKids services, which is staffed by our volunteer SERVE teams.

First Look – This is the curriculum used in our God’s Big Backyard environments.  Through age appropriate activities, preschoolers are building their spiritual foundation so that by the time they graduate to first grade they know these three basic truths:  1) God made me; 2) God loves me; and 3) Jesus wants to be my friend forever.

Connect12 – The name of our Christ Fellowship initiated, staff-written, elementary curriculum.  The Connect12 pathway focuses on 12 key truths that will be repeated over 5 years while covering 60 themes, 60 key memory verses and 260 Bible study passages.  
 
Milestones – This term represents the spiritual steps we encourage our kids to take.  We intentionally celebrate each of the following steps with our kids and their families:
· Parent/Child Dedication (for parents and kids 5 years and younger)
· Starting Line & Baptism (for kids kindergarten through 5th grade and their parents)
· 1st Grade Bible Presentation (for kids graduating from kindergarten and their parents)
· 5th Grade Graduation (for kids moving into Middle School and their parents)

Family Experience – This is a special event that kids and parents attend together.  The purpose of these events is to give families a fun, Bible-oriented, salvation-based, shared experience.  Our goal is that this event would provide the opportunity for spiritual steps (for both kids and parents) and to serve as a catalyst for “God-talks” back at home.



CFKIDS ENVIRONMENT GUIDELINES



In our effort to pursue excellence by keeping our ministry environments clean, neat, and refreshed each week, the following guidelines have been established:

· Less is best! — Think minimal rather than “what else.”  Especially in areas with a lot of theming going on already, there is not a great need for extra decorations…even during holidays or special events.  (Christmas would be the one exception.)  Be sure not to clash with existing décor.  Think tidy and neat.
· All room signage should be kept to a minimum.  All needed signs should be printed using the Core provided template.
· Wall signs need to be displayed in acrylic sign holders.  Core recommends using Displays2Go.com - 8.5 x 11 Acrylic Sign Holder (SKU: WM8511), Portrait.
· Nothing should ever be taped to the wall or other surfaces within the room.
· When laminating, be sure lamination is high quality, not wrinkled and poor quality.
· Items on top of cabinets or counters should be minimum and should be kept in clean/organized looking containers.
· The face of a place should be uncluttered and welcoming.
· The last service appearance should be as orderly and organized as the first (as well as every service in between).  Reset after each service.
· Leave your environment cleaned and organized for the next event/weekend to follow.
· Storage areas should utilize uniform bins that are labeled and organized.
· Remember the back fence:  keep offices and other behind-the-scenes areas neat and tidy.
· Have a neat and organized place for lost and found.  Keep items for no more than 1 month.  Donate or toss after that.
· A place for everything and everything in its place.  If it doesn’t have a place, find one, or donate.
· Tidy and neat is all of our jobs … don’t wait for someone else to clean it up!



CAUTION: PROMOTING HEALTH, SAFETY & SECURITY



Germ Control (Health Policies)

Wellness Policy 
CFKids recommends that a Staff Member, Volunteer, or child should not attend church when the following symptoms exist:[image: ]

· A fever of 100 degrees or higher 
· Diarrhea or Vomiting, currently or within the last 24 hours—no matter what the cause is (medication, teething, etc.) 
· Any symptom of childhood diseases such as Scarlet Fever, German Measles, Mumps, Chicken Pox or Whooping Cough 
· Common cold 
· Sore throat, constant cough or croup 
· Colored mucus (runny nose that is not clear) 
· Any unexplained rash 
· Any skin infection: boils, ringworm, impetigo or any open sores that leak fluid/blood even if the condition is caused by eczema or other benign skin conditions 
· Pinkeye or other eye infections/mucus or redness of the eye 
· Any communicable disease 
· Lice, including the presence of eggs or nits  
These rules apply to all children, staff, and volunteers. If you have any of these symptoms or your children have any of these symptoms, do not come to church.  If you suspect a child is sick during class, contact the Area Coordinator. The Area Coordinator will page or call the parent if needed.  All children and volunteers must have been free of symptoms for 24 hours.

Children with Allergies
· As new families register, make sure the Allergies section of the registration form is filled out, even if “none” is listed.
· Record allergies in Arena in the “Check-in / Allergies” section for the child’s record.  This information will print on the child’s nametag.
· Allergy notification stickers should be available at the CFKids Information Center and at each classroom or ministry area check-in location and should be used as an added alert for children with allergies.
· When serving food different from our typical Goldfish crackers or Gerber Puffs, an allergy alert notification sign listing the food to be served should be hung outside each room and/or check-in area.
· IMPORTANT:  Only store-purchased foods should be served to the children for control and labeling purposes.  No homemade food items are allowed in kid environments.
· We will maintain a “Nut Free Zone” in all ministry environments with kids present for the safety of children who have life-threatening peanut allergies.  Please do not bring peanuts or nut products into these environments.

No Medication Policy 
· No medication may be administered by CFKids staff or volunteers with the exception of an EpiPen® in the case of life-threatening reactions. We must have a Medical Release Form on file to administer the EpiPen®. 
· The parent must give all other medication, both oral and topical, such as teething gel, teething drops, eye drops, etc. 
· CFKids staff and volunteers are prohibited from opening or taking medication while in the classroom. In the event that medication is needed, the staff member or volunteer must leave the classroom to administer medication. 

EpiPens in Rooms
· If an EpiPen is required to be with the child at all times, the parent or guardian must sign a EpiPen® Administration Permission Form (see Appendix F) before we can keep the EpiPen® in the room and administer it if necessary.
· All completed EpiPen® Administration Permission forms will be uploaded to the Documents section of the child’s Arena record.
· Record of this signed permission form will be recorded in Arena by adding the note “(EP) Allergy” to the “Check-in/Allergies” section of the child’s record.  Make sure this code is at the very beginning of this section to ensure it does not cut off when the child’s nametag is printed.[image: ]

· *The child’s nametag will print with a “(EP) Allergy” note, indicating that an EpiPen® Administration Permission Form is on file.
· When the child arrives at the classroom, make a note on the check-in roster that an EpiPen® is in the room and add an Allergy Alert sticker to the child’s nametag.
· Parents/guardians are responsible to hand-deliver the EpiPen® (clearly marked with the child’s name and placed in zip lock bag is copy of EpiPen® Administration Permission Form) to the adult volunteer in charge of the classroom/event unless approved for the child to carry during such times (grades 1-5 only; will be indicated on the permission form also inside the bag.) 
· Provide a storage bin in an out-of-reach location where the EpiPen will be kept until the child goes home.
· A parent is to collect all medication when picking up the child from the class/event.
· If parent arrives at room asking to leave an EpiPen® without the “(EP)” note on the child’s nametag, please refer him/her to the CFKids Information Center.  DO NOT accept the EpiPen®.
· If the EpiPen® is administered or serious symptoms occur (swelling of the face and neck, severe coughing or difficulty breathing), immediately call Staff*, who will call 911 and the parent or guardian and the CF EMS Team.

*NOTE: If you find yourself in a situation where you are not able to reach a staff person, please make the call to 911.

Hand Washing/Hand Sanitizer 
Every staff member and volunteer must wash and/or use hand sanitizer prior to entering a classroom.

When to wash your hands:
· Before handling food or bottles 
· After using the restroom 
· After changing each child’s diaper 
· After assisting a child in the restroom 
· After wiping a child’s nose 

Clean-Up Duties Between Services and After Last Service
The Area Coordinator and volunteers are all responsible for making sure the classroom is properly cleaned and the necessary supplies are in order for the next class. The Area Coordinator should ensure the entire team completes the following:

Between Services:
· Be sure all the toys, games, and videos are arranged in an organized and attractive manner in the appropriate places. Be sure all parts to all toys are together. 
· Clear everything off any and all surfaces and wipe them down with bleach wipes. 
· Put away all supplies.  

In the Nursery and Preschool classrooms, the following additional steps will be taken: 
· Put clean sheets on the cribs, and place a dot sticker on the clean sheets to let others know that the sheet is clean. The sheets need to be changed after each use. 
· Wipe all knobs, toys, play surfaces and hard surfaces with bleach wipes. Dry before storing away.  

After the Last Service:
· Tie up the trash bags and place new liners in all cans. As you are leaving the room, place the trash bags in the hallway just outside your door. 
· Vacuum/sweep floors. 
· Take down necessary signs and place them in their designated areas. 
· Return all weekend lesson supplies, evacuation sheet, postcards, and prayer request cards to the Service Captain or Area Coordinator. 
[image: ]



Safety Patrol (Safety Polices)

The Rule-of-2 (But 3 is Better!)A person standing alone can be attacked and defeated, but two can stand back-to-back and conquer. Three are even better, for a triple-braided cord is not easily broken.
~Ecclesiastes 4:12


The Rule-of-2 states that there must always be two non-related adults present when supervising one or more children. This rule is non-negotiable and is designed for the safety of children as well as adults.  It is required across all ministry areas with few exceptions (see guidelines for these cases below). Planning ahead will help avoid the potential of being alone with one or more children. 

Compliance to The Rule-of-2 includes the following:
· There must always be two approved volunteer 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 cleared person must be present.
· The adults should be in sight of each other at all times.
 
Exceptions to The Rule-of-2:  The purpose of The Rule-of-2 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 Rule-of-2 (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 Area Coordinator or Associate Director of CFKids;
· 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.
 
Students Serving as Leaders:  We encourage students in Middle School and High School to serve as leaders for children in younger grades. When necessary for opening a room or area, a Student leader, age 16 or older, may count as an adult under The Rule-of-2.

Guys Serving in CFKIDS 
We are blessed to have men interested in serving within CFKids. A male volunteer has all the responsibilities of a female worker with the exception of changing diapers or assisting children in the bathroom.*  Rather, our men are blessed to be able to focus on building relationships with and ministering to the children without this added responsibility.  We also require that a room that has a male volunteer also have a female volunteer present. Male and female volunteers serving together create a healthy dynamic that encourages the comfort of parents and children.

*SPECIAL NOTE: Male volunteers will be allowed to set a children 1 year old and above to their side, but never in their lap.  This is for their protection as much as the children’s.



Appropriate Touch (Side hugs, sad kids, giving kisses, sitting on laps)
· Instructions for Proper Hugging:  Hugging can ONLY be done if the child initiates the contact, and even then it must be a side-to-side hug. (Stand to the side of the child, place one arm around the child’s shoulder and lean sideways toward them.  Always keep distance between your body and theirs.)  Under no circumstances should you touch or hug a child out of view of others.
· Encouraging a sad child:  A light touch on a child’s shoulder is acceptable.
· Redirecting a child’s attention:  Get down to their eye level and point to your chin.
· Lap sitting:  If a child older than 1 year tries to sit on your lap, you may do one of three things …
· Encourage the child to sit next to you;
· Kneel so the child sits in front of you; or
· Simply stand up.

Emergency & Evacuation Procedures 
NOTE:  Every situation is different; however the principles for response remain the same for those varying circumstances.  Prepare for these circumstances by thinking and planning ahead!
STAFF will …
focus on communication with Campus Leadership and Safety Personnel, providing volunteers with direction and leadership, and controlling parent pick-up.

VOLUNTEERS will …
focus on the kids, making sure they are accounted for, and helping keep them safe and secure.

Fire or Weather Emergency Evacuation

PHASE 1: EVALUATE	
Quickly stop and think, “What is happening and what must I do to protect the kids?”

Campus Staff … Take these steps:
· STEP 1:  REMAIN CALM.  Remember:  Calm people calm people.
· CFKids Director will serve as Point Communicator for CFKids during emergency situations and will contact campus leadership (Campus Pastor, Campus Coordinator, Safety Team Leader) for direction.
· NOTE:  Welcome Team Coordinator will serve as alternate Point Communicator if Director is not available.
· STEP 2:  Ask, “Is this an evacuation situation or a false alarm?”
· STEP 3:  Communicate appropriate next steps to Area Coordinators, either …
a. Evacuate – see Phase 2 below; or
b. False Alarm – continue service as usual.

Volunteers … Take these steps:
· STEP 1:  REMAIN CALM.  Remember:  Calm people calm people.
· STEP 2:  Gather your Evacuation Sheets and verify the number of names on that sheet with the number of kids in your room to make sure they match;
· STEP 3:  Grab the evacuation backpack located in your room … (Be sure to familiarize yourself with the items in this backpack before an actually emergency occurs);
· STEP 4:  Wait for direction from your Area Coordinator or Service Captain.



PHASE 2:  EVACUATE
Determine the best way to safely and efficiently move the kids to a safe location based on your evaluation.  Be mindful of things that can affect your evacuation (smoke, sprinklers, building damage, etc.) and prepare for those things in advance of the crisis.

Campus Staff … Take these steps:
· Before an emergency situation:  
· Make sure each room and ministry area is equipped with an Emergency Evacuation Backpack.  (See supply list below.)
· In coordination with your Campus Coordinator and Safety Team Leader, plan evacuation routes and place evacuation maps in each room and ministry area.  
· Maps should include a main route and an alternate route in case main route is inaccessible.
· Place a copy of the evacuation map in each Emergency Evacuation Backpack.
· During event:
· Direct and follow your volunteers and kids to their assigned Safety Zones.

Volunteers … Take these steps:
· STEP 1:  Follow the direction of your Area Coordinator or Service Captain to begin evacuation.
· STEP 2:  Prepare your kids for evacuation.
· Infants and Crawlers (or rooms with mobile cribs):  Place your babies in the evacuation cribs and assign volunteers to push these to your assigned Safety Zone.
· Walkers – Kindergarten:  Have your kids form a line and use a walking rope to lead your kids to your assigned Safety Zone. Be sure to have a volunteer leading at the front of the line and another at the back of each line to ensure all safely arrive to assigned Safety Zone.
· Elementary:  Have your kids form a single line and lead them to your assigned Safety Zone. Be sure to have a volunteer leading at the front of the line and another at the back of each line to ensure all safely arrive to their assigned Safety Zone.
· STEP 3:  Help keep kids calm during this time.  An idea would be to have them march like soldiers.  Be sure to keep your line moving so that you can get to your assigned Safety Zone safely and quickly.

PHASE 3:  CONSOLIDATE
Once the kids have been evacuated to a safe location, keeping them safe becomes the priority.  Make sure that you have a plan to consolidate and protect the kids until help or parents can arrive.

Campus Staff … Take these steps:
· Before an emergency event:  
· Coordinate with Campus Coordinator and Safety Team Leader to determine how security and first responder personnel (police and/or fire rescue) will support CFKids to ensure the safety and security of the kids during evacuation, until all kids are picked up or returned safely back to secured environments.  We do not want to lose a child in the craziness of evacuation.
· Have a plan to accommodate an orderly child pick-up process following standard security tag procedures.


· During event:
· Request security assistance in protecting the kids until an orderly release of the kids can be established.
· CONTROL THE SITUATION:  Parents will be in a frenzy…you will have to keep the situation controlled and orderly.
· Follow standard child pick-up procedures – NO EXPECPTIONS.  Parents will be allowed to pick-up their kids from the Safety Zone with a matching parent tag if there is not an “all clear” call to return to the secured environment.
· Be prepared to follow additional instructions as directed.

Volunteers … Take these steps:
· STEP 1:  Once at assigned Safety Zone, verify the number of kids in your care with the Evacuation Sheet you brought with you.
· STEP 2:  To help keep the kids calm, be prepared to use the play activity located in your Emergency Evacuation Backpack to entertain the kids.  You may also choose to sing songs or play a group game like “Simon Says” or “I Spy”, etc.  You may also use the water and food in your Backpack to help fill the waiting time. 
· STEP 3:  Wait for direction from your Area Coordinator or Service Captain.
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Code Adam (Missing Child)

PHASE 1:  IDENTIFY
Identify that the child is in fact missing and immediately communicate as much information as possible to the leadership and law enforcement about the child including name, height, weight, hair color, clothing description, and last know direction of travel.

Campus Staff … Take these steps:
· REMAIN CALM.  Remember:  Calm people calm people.
· CFKids Director will serve a Point Communicator during emergency situations and will contact campus leadership (Campus Pastor, Campus Coordinator, Safety Team Leader) for direction.
· NOTE:  Welcome Team Coordinator will serve as alternate Point Communicator if Director is not available.
· [image: ]STEP 1: ID Child - Completely fill out MISSING CHILD (CODE ADAM) REPORT FORM
· Quickly write down the description of the child.  The more information provided, the greater success of finding the child.
· Name, age, hair color, and eye color
· Approximate weight and height 
· What the child was wearing, like color and type of clothing and more importantly shoe color and style (although clothes may be changed, an abductor does not usually change or remove shoes.) 
· STEP 2: CONTACT THE SAFETY TEAM AND SERVICE COORDINATOR
· Radio the Safety Team informing them you have a missing child; DO NOT issue a CODE ADAM … this will be their responsibility.
· Give them the information from the CODE ADAM REPORT FORM
· Stay on the radio with the Safety Team until someone from the Safety Team arrives.
· Campus Coordinator will initiate an Incident Command.

Volunteers … Take these steps:
· STEP 1:  Search all area of the room or ministry area to confirm the child is missing.
· STEP 2:  Immediately contact you Area Coordinator or Service Captain to inform them that the child is missing.
· STEP 3:  Provide a complete description of the child and last known location to Area Coordinator or Service Captain, as well as security tag information.
· STEP 4:  Wait for direction from your Area Coordinator or Service Captain.

PHASE 2:  ISOLATE
Close down the kid’s area and surrounding areas to minimize the opportunity for a child to exit the building.  Coordinate immediately with security and law enforcement elements to ensure that traffic leaving the facility is screened.

Campus Staff … Take these steps:
· LOCK DOWN MINISTRY AREA and CAMPUS EXITS 
· Safety Team and Staff will lockdown all areas, including the parking lot and property exits.

Volunteers … Take these steps:
· STEP 1:  Stay with your kids and be ready to direct any questions as needed.
· STEP 2:  Wait for direction from your Area Coordinator or Service Captain.

PHASE 3:  INVESTIGATE
Immediately take the parents to a private place and gain as much information as possible for where the child could be and potential reasons for the child being missing.  Ensure that any information developed is immediately communicated to the Safety Team and law enforcement.  If the child is recovered ensure that the parents and the child are immediately reunited before attempting to gain information as to the circumstances regarding the disappearance. 

Campus Staff … Take these steps:
· STEP 1: SEARCH for CHILD 
· Safety Team and Staff will check all areas
· Double check child’s age specific environment.
· Continue search at nearest areas and progress through the entire building and property.
· Connect: Connect with Parents 
· Verify ID
· Ask key questions:
· Did a sibling or relative pick up the child?
· Would child know where to find you?
· Is there anyone who would want to take your child? (i.e. Divorce, custody situation)
· CFKids Director will stay with parent until an appointed Service Coordinator or Safety Team member arrives to stay with the parent, or the child is found.  Safety Team may ask you to stay with them.
· If the child is quickly found before parents arrive, connect with parents to fully explain the situation.
· STEP 2: NEXT STEPS
· If the child is found:
· If the child is found and appears to have been lost and unharmed, reunite the child with his/her parents or guardian. 
· If the child is found accompanied by someone other than the parent or legal guardian:
· Safety Team will radio the on-duty Police Officer (or call the police.)
· Identify the person accompanying the child. 
· If necessary, use reasonable efforts to delay the departure of the adult accompanying the child, but do not put yourself, the staff, or others at risk.
· Safety Team will call off Code Adam.
· If the child is not found, aggressive next steps will be taken to locate the child.
· Police Department guides next steps:
· Sweep building again including upper levels. 
· Place staff and volunteers at all entrances/exits with copy of Code Adam Report. 
· Only Police can search all cars leaving the property.
· Complete a CFKids Incident Report form.  Be sure to have parents sign the form.

Volunteers … Take these steps:
· STEP 1:  Stay in your room with your kids and be ready to direct any questions as needed.
· STEP 2:  Wait for direction from your Area Coordinator or Service Captain.
Active Violence (Lockdown or Evacuation) Emergency

PHASE 1:  EVALUATE
Active Violence situations are very troubling and can be triggered by a variety of situations including domestic issues, unauthorized access into kid’s areas, shooters, etc.  Quickly stop and think, “What is happening and what must I do to protect the kids?”

Campus Staff … Take these steps:
· REMAIN CALM.  Remember:  Calm people calm people.
· CFKids Director will serve as Point Communicator for CFKids during emergency situations and will contact campus leadership (Campus Pastor, Campus Coordinator, Safety Team Leader) for direction.
· NOTE:  Welcome Team Coordinator will serve as alternate Point Communicator if Director is not available.
· Radio Safety Team to communicate situation or to receive information and instructions about a situation in another part of the building.
· Communicate appropriate next steps to Area Coordinators.

Volunteers … Take these steps:
· STEP 1:  When prompted by Area Coordinator, or when situation becomes apparent, prepare to evacuate.
· STEP 2:  REMAIN CALM.  Remember:  Calm people calm people.
· STEP 3:  Gather your Evacuation Sheets and verify the number of kids on that sheet with the number of kids in your room;
· STEP 4:  Grab the evacuation backpack located in your room … (Be sure to familiarize yourself with the items in this backpack before an actually emergency occurs);
· STEP 5:  Wait for direction from your Area Coordinator or CFKids Director.

PHASE 2:  EVACUATE
If it is safe to do so, leave the building immediately and proceed to your assigned Safety Zone. Never move towards the sound of gunfire or move into hallways in which you hear movement or activity.

Campus Staff … Take these steps:
· Before an emergency event:  
· Make sure each room and ministry area is equipped with an Emergency Evacuation Backpack.
· In coordination with your Campus Coordinator and Safety Team Leader, plan evacuation routes and place evacuation maps in each room and ministry area.  
· Maps should include a main route and an alternate route in case main route is inaccessible.
· Place a copy of the evacuation map in each Emergency Evacuation Backpack.
· During event:
· Radio Safety Team to tell them that you are evacuating.
· If unable to contact Safety Team, call 911 immediately and tell them what you are doing.
· Direct and follow your volunteers and kids to their assigned Safety Zone.
· Once in a safe and secure location, call 911 for further instructions.

Volunteers … Take these steps:
· STEP 1:  Follow the direction of your Area Coordinator or Service Captain to begin evacuation.
· STEP 2:  Prepare your kids for evacuation.
· Infants and Crawlers (or rooms with mobile cribs):  Place your kids in the evacuation cribs and assign volunteers to push these to your assigned Safety Zone.
· Walkers – Kindergarten:  Have your kids form a line and use a walking rope to lead your kids to your assigned Safety Zone. Be sure to have a volunteer leading at the front of the line and another at the back of each line to ensure all safely arrive to assigned Safety Zone.
· Elementary:  Have your kids form a single line and lead them to your assigned Safety Zone. Be sure to have a volunteer leading at the front of the line and another at the back of each line to ensure all safely arrive to assigned Safety Zone.
· STEP 3:  Help keep kids calm and quiet.  
· Instruct the kids to be extremely quiet during all movements.
· Ensure all cell phones are placed on vibrate.
· With the exception of the Emergency Evacuation Backpack and Evacuation Sheets, leave all belongings behind.
· Move the class quickly and quietly, staying close against the wall if possible.
· Follow the pre-planned evacuation route, preferably to you assigned Safety Zone, or to a place where you can keep the kids safe.
· If possible help others to quickly escape the danger zone.
· Follow the instructions of any police officers.
· Do not move wounded people.
· If separated from CFKids Staff, call 911 for further instructions when you are safe.

PHASE 3:  ISOLATE 
If you can’t evacuate, move to an area out of the shooter’s view. If possible go to a room with a door that can be locked or barricaded to prevent access by the assailant.  Lockdown the ministry area, including all classrooms, and ensure no unauthorized people enter.

Campus Staff … Take these steps:
· Clear hallways, bathrooms and any area or room that cannot be secured.
· Silence televisions, cell phones and other electronics.
· Ensure advanced planning to assist those with special needs.
· Remain indoors and under lockdown until you receive an “all clear” from Emergency or authorized personnel.

Volunteers … Take these ISOLATE steps:
· Keep all kids inside of the classroom.
· Lock all doors and windows immediately.
· Quickly block the door with a security door jam or heavy items.
· Account for every student in the room.
· Instruct all kids to stay low, away from the windows and doors, and to remain silent.
· Turn off all lights, and close the blinds or curtains.
· Silence televisions, cell phones and other electronics.
· Wait for Staff or police to open doors.  If directed to open the door by someone you do not know, always ask for documentation from that person to confirm identity.
· As a last resort, prepare to attack an intruder if they successfully force their way into the class.

When to Call 911
Staff* will call 911 if the following emergencies occur:
· A child begins choking.
· A child is knocked unconscious or suffers a serious injury. 
· A child starts to have serious trouble breathing, especially if he/she is an allergy-alert child. He/she may be having a fatal allergic reaction. 
· If there is a fire, serious security issue or act of violence. 

*NOTE TO VOLUNTEERS: If you find yourself in a situation where you are not able to reach a staff person, please make the call.

Incidents & Injuries
If an injury as outlined below occurs, contact EMS, the Service Coordinator and the CFKids Director immediately.  Discuss the injury with the EMS, the Service Coordinator, and the CFKids Director, and they will page the parent and speak with them regarding the injury when necessary.

· The following are injuries are reason to call EMS, the Service Coordinator, and the CFKids Director:
· Any injury that leaves a visible mark. 
· Any injury where there is blood. 
· Any injury that involves an allergy-alert child ingesting an allergen (page parent immediately as well as the CFKids Director.) 
· Any injury that leaves the child crying for an extended period of time, even if there is no visible injury. 
· Any injury that leaves a child limping or dazed. 
· Any injury where a child is complaining of pain more than five minutes after the accident occurred. 
· It is not necessary to contact EMS, the parent or the Service Coordinator for minor injuries (e.g., paper cuts, bumping an elbow, etc.).  Most usually in these situations, a Band-Aid and some tender loving care will heal both hand and heart.  Remember…Keep to the Code!
· An Incident Report Form will be filled out each and every time a child is injured, damage to property occurred, a security issue arose, or any other related issue has taken place: when in doubt – fill it out!
· The Incident Report Form needs to be filled out by the person who administers first aid and the Staff Member(s) who witnessed the accident. 
· Record all details as soon as possible.
· Parents of any children, who have been injured in any way, spit on or verbally abused will be informed  of the incident only and not the name of the other child involved.
· Incident Report Forms should be located in all classrooms, as well as at the CFKids Information Center.
· The Incident Report Form must be signed by the parent, the CFKids Director and the child (when applicable).
· All completed and signed Incident Report Forms will need to be entered into the Online Incident Report and the paper copy kept on file in the CFKids Ministry office.Online Incident Report Access: http://gochristfellowship.com/incident

· CFKids Director and/or Area Coordinator should call family during the week following the incident to check on the child and answer any questions the parent may have.  This is a great opportunity to build trust with our parents.

Multi-age Group Friends / Siblings Attending Together 
· Friends or siblings that wish to be together in the same environment is permissible, however, it must be explained that this is a one-time exception.  
· ALWAYS put the kids together in the youngest child’s class.
· Only preschool with preschool and elementary with elementary.
· Let families know that each room is specific to an age group for the safety of the kids.

Feeding Our Babies and Toddlers
· Bottles will be given according to parents’ instructions.  We will feed bottles that are pre-mixed by parents with warming instructions included. This ensures that the correct amount of formula and water is used. For safety reasons, the Nursery staff cannot mix formula for babies.
· Due to the number of children within Nursery care, it’s impossible to spoon-feed them. Please plan accordingly.*
· A private nursing room is available for nursing mothers.
· The following snack is provided on a regular basis to kids under 3 years:

· Nursery Rooms (Crawlers to 2 yrs)
· Gerber’s Puffs Ingredients
· Strawberry Apple: Rice flour, whole wheat flour, wheat starch, sugar, whole grain oat flour, dried strawberry puree, tri- and dicalcium phosphate, dried apple puree, mixed tocopherols (for freshness), apple juice concentrate, zinc sulfate, natural apple strawberry flavor, soy and sunflower lecithin, alpha tocopheryl acetate (vitamin E), electrolytic iron, strawberry juice concentrate.
· Sweet Potato: Rice flour, whole wheat flour, wheat starch, sugar, whole grain oat flour, dried sweet potato puree, tri- and dicalcium phosphate, natural flavor, annatto extract color, mixed tocopherols (for freshness), zinc sulfate, soy and sunflower lecithin, alpha tocopheryl acetate (vitamin E), electrolytic iron.
· Banana: Rice flour, whole wheat flour, wheat starch, whole grain oat flour, sugar, dried banana puree, tri- and dicalcium phosphate, natural banana flavor, mixed tocopherols (for freshness), soy lecithin, zinc sulfate, alpha tocopheryl acetate (vitamin E), electrolytic iron, caramel color, turmeric extract color, vanilla extract.
· Pepperidge Farm Goldfish Ingredients:  Unbleached enriched wheat flour [flour, niacin, reduced iron, thiamin mononitrate (vitamin B1), Riboflavin (vitamin B2) Folic Acid], Cheddar Cheese [Pasteurized Milk, Cheese Culture, Salt, Enzymes) water, salt} Vegetable Oils (canola, sunflower and/or soybean), contains 2% or less of: salt, yeast, sugar, yeast extract, leavening (Baking soda, monocalcium phosphate, ammonium bicarbonate), spices, annatto (color) and onion powder.

*CFKIDS CARE EXCEPTION:  Due to the extended times that kids may be in our care, CFKids Care is an exception to the spoon-feeding policy.  All CFKids Care Providers responsible for spoon-feeding children should be trained on choking procedures as a safety precaution.

FOOD POLICY FOR KIDS 3YRS AND UP
· Due to gluten issues and cost, and because most kids are only with us for one hour, we will not be serving snacks.*
· Communicate to parents who have their kids in our environments for more than one service each week that they can bring a snack for their child if they’d like.  Let them know it will be served away from other kids and ask that it be within allergy guidelines.

*EXCEPTIONS:  Due to the extended times that kids may be in our care, CFKids Care is an exception to this snack policy.  In these instances, gold fish or other allergy-approved foods may be served.  Additionally, due to the length of their services, CFE kids may be served the same allergy-approved snacks.


Child Abuse or Neglect reporting Policy 
If you suspect physical or sexual abuse or neglect, contact the CFKids Director or Area Coordinator immediately. They will then take the proper action to report it to the church authorities and the proper legal authorities. 

CFKids Staff Team process when neglect or abuse is suspected that may warrant a call to DCF.
1. Bring it to the attention of your campus' CFKids Director.
2. The campus CFKids Director will notify the Campus Pastor and the Core Director of CFKids. (The Associate Core Director of CFKids may act in behalf of the Core Director.)
3. Core Director will set up a meeting with the Campus Pastor, campus CFKids Director, and HR director to discuss the situation and together decide if the call needs to be made. 
4. Executive Director of Business/Finance and Executive Core Director of Campuses will be notified as well and will have the option to attend the meeting or ask key questions.
5. Unless we feel the situation is very serious or cause for immediate removal, we will try to contact the parents and talk with them in person first about what was said before we call DCF.  If they refuse to come in and talk with us then we will definitely call.
6. HR Director, Core Director of CFKids, the Campus Pastor, and Executive Director of Business/Finance will need to sign off before a call is made.




SafeTy Patrol (Security Policies)

Check-In
· All children must have a nametag before entering any CFKids environment. During all CF events, the check-in kiosks are used to provide nametags for both children (and volunteers). 
· When checking in at the kiosk, three tags will be printed:  1) a nametag to be placed on each child; 2) a Parent Tag which the parent will keep and present at pick-up time; and 3) a Room Tag which will be handed to the Room Greeter for placement on the room or ministry area evacuation sheet.
· The Parent Tag contains an alphanumeric code, which corresponds to the child’s nametag. If the computer check-in Kiosk is down and inoperable, a handwritten security tags may be used. These tags can be issued at the CFKids Information Center only.

Paging Parents (Procedure)
CFKids staff will use the paging system (whether by pager or number being posted on screen in adult worship) to page a parent if any of the following occurs in the classroom:
· A child is upset and cannot be consoled.  (Note:  We will work with parents whose children are experiencing separation anxiety as much as possible.  If a child arrives upset, Room Greeters should be trained to ask parents how long they wish for him/her to cry before being paged.)
· A child is sick or injured.
· A child is being disruptive and will not respond to the CFKids discipline plan.

Crying Children or Worried Parents 
There are times when you may experience a child who is reluctant to enter the classroom. If a child is crying during drop-off time or a parent is worried about their child crying during class:
· Tell the parents we would love to pray and work with their child. 
· Ask the parents how long they would want us to allow their child to cry before paging them.
· If a child is crying uncontrollably, and you do not have any instructions on how long to let the child cry, pray over them and try to calm them (in the nursery, this may include singing, rocking, reading, blowing bubbles, etc.) Contact the Area Coordinator if the child does not calm down after 10 minutes. The Area Coordinator will determine if/when the parent needs to be contacted. 
· Never force a crying child to enter the classroom, even if the parent asks. Children must enter the room on their own accord.
· Do not allow children to cry by the door. Gently and calmly move them as far from the door as possible to try and work with them.



Guests in the Room
· Only individuals who have undergone a background check through our CFKids volunteer application process are allowed in our kid’s environments.
· If a person has not undergone our background check, they may not come into the room.  This includes parents.
· However, on occasion there may be times parents, guests from other churches, potential volunteers, and family members will be allowed a Guest Pass to enter the rooms to observe the service or watch their children perform. In these cases, the following steps must be followed:
1. If the person attends Christ Fellowship, be sure to check Arena to make sure there are not any “red flag” notes in the persons record.
2. Guests will need to sign in on the Guest Badge Log* and sign out when they leave.  
3. Signing the Guest Badge Log is agreement with the following stipulations:
a) They will not interact with the kids during their visit.
b) They will not take any kids to the restroom.
c) They will not take any picture or video while visiting in CFKids.
d) They must be a parent of a child in the room they will be visiting, a prospective volunteer or a pre-approved member of a visiting church group.
e) They will shadow a CFKids staff member or veteran volunteer at all times during their visit.
f) They will observe from the back of the room only.
4. Guests must also be assigned a numbered Guest Badge that must be worn during their visit and returned after their visit.
· Guests WILL NOT be allowed inside the newborn - 5-year-old classrooms without a background check on file.  They may observe from outside the classroom only.
· Guests are allowed to visit only one time per person.  If a person wants a second visit, they must complete our volunteer application and orientation process.
· A Guest Pass is not intended for people wishing to socially interact with other volunteers in the room.  This should be saved for after the volunteer is finished with the service responsibilities and should take place outside of the CFKids ministry area.

*NOTE:  Please refer to Appendix E for Guest Badge Log forms.
· 

Got Tags? Child Pick Up & Lost Tags Procedure 

NOTE:  Please refer to Appendix E for all forms related to the procedures to follow.

Child Pick Up 
· BEFORE PARENT/GUARDIAN ENTER:  Check to make sure all parents/guardians have their Parent/guardian Tag.  If they do not, send them to the CFKids Information Center to complete the Missing Tag Procedure.OUR TAG MOTTO:
Child pick-up with tag…EASY.
Child pick-up without tag…COMPLICATED!
WHERE’S YOUR PARENT TAG?

· BEFORE PARENT/GUARDIAN & CHILD LEAVE ROOM:  Ensure that the Parent/guardian Tag security number matches with the child’s nametag security number.  IMPORTANT:  Be sure that the alphanumerical code match exactly before allowing child to leave the room.
· If the tag matches, the child can be released to the parent.
· Be sure to collect both the parent tag and the child tag.
· Be sure parent/guardian collects child’s diaper bag, artwork, handouts, or any other personal items before they leave. 
· Be sure to connect with parents, telling them something special and/or positive about the child that you noticed today (e.g., he/she is such a moving worshipper, prayer warrior, etc.). 
· Tell the child how glad you are that they came to see you and you can’t wait to see them again. 

MISSING PARENT TAG PROCEDURE
· Escort Parent/Guardian to CFKids Information Center.  IMPORTANT: Child must stay in classroom.
· CFKids Information Center attendant will verify Parent/Guardian’s authorization to pick child up by:
IF REGISTERED IN ARENA
6. Take his/her driver’s license or other legal picture ID card (e.g., passport, student ID, etc.).  (NOTE:  A credit card may not be used as an ID card.)
7. Check parent’s/guardian’s record in Arena to make sure that the child’s name is attached to his/her record or there is a relationship connection.
8. Verify birthdate against driver’s license or ID.
9. Have parent/guardian fill out and sign the Missing Tag Form (see Appendix E).
10. Once Missing Tag Form is complete and signed, fill out a Re-Issue Slip for Lost Tag (see Appendix E) slip for parent/guardian to take back to child’s room.

IF NOT REGISTERED IN ARENA (New Family)
7. Pull New Family Registration Form for child.
8. Verify that parent/guardian is listed on child’s form.
9. Verify address against driver’s license or ID.
10. Ask Parent/Guardian to give you child’s birthdate and info on form.
11. Have Parent/Guardian fill out and sign Missing Tag Form.
12. Fill out a Re-Issue Slip for Lost Tag slip for parent/guardian to take back to child’s room.

IF YOU CANNOT VERIFY THE PERSON PICKING UP THE CHILD
6. Make a phone call to the person listed as the parent/guardian on the child’s record and ask if it is ok for the person at the desk to pick-up their child.
7. Go to the child’s classroom and ask him/her who brought him/her to church today.
8. If it is the same as the person at the CFKids Information Center, check with your Area Coordinator for 2nd confirmation that it is okay to release the child.
9. Have Parent/Guardian fill out and sign Missing Tag Form.
10. Fill out a Re-Issue Slip for Lost Tag slip for parent/guardian to take back to child’s room.

MISSING CHILD TAG PROCEDURE
· Find the child’s name on the room’s evacuation list.
· Verify that the security number on the Parent/guardian tag matches the number on the evacuation list.
· If it matches, release child to Parent/Guardian.
· If no match, guide Parent/Guardian to the CFKids Information Center.  IMPORTANT: Child must stay in classroom.
· CFKids Information Center attendant will follow Missing Parent/guardian Tag Procedures above.

Parent Tag “Will Call” (Authorized to Pick-up) Procedure
· This procedure is an exception, not the rule, and should only be used as needed for such activities as Worship Team practice or off-site events (e.g., #ProjectServe for 4th & 5th Graders).
· We do not advertise this procedure.  It is made available only on an “as necessary” basis and only upon request.
· Parents/guardians are expected to stay on-campus during CFKids weekend services.
· [image: ]If it is necessary for a dropping-off parent/guardian to leave a Parent tag at the Guest Service desk for someone else to pick up their child, please have them fill-out and sign the Authorized to Pick-up Permission Form (see Appendix E).
· Let the dropping-off parent/guardian know that we will require a driver’s license or some other legal picture ID from the person picking-up the child.
· Attach the Parent Tag to the permission form.
· When the pick-up person arrives, ask him/her for his/her driver’s license or picture ID to verify he/she is the person authorized to pick up the child.
· For off-site events, such as a Life Group meeting, specific contact information will be required from the parents/guardians. A mobile phone number, host-home phone number and/or group leader’s phone number must be provided. In addition, the parent/guardian must supply the location of the class or meeting and time of pickup.



POTTY POLICIES: What To Do When They Gotta Go

Restroom Policy
[image: ]Volunteers should provide assistance to a child using the restroom only as needed and only if the child is kindergarten or younger or has special needs requiring extra assistance. Only female volunteers should provide this assistance. If a child in elementary requires assistance, a parent/guardian should be called.

Restrooms located between classrooms: One volunteer may provide assistance for a child three years or younger in one of these restrooms, as long as the door to the restroom remains open and one or more volunteers are present in the room adjoining the restroom and is aware of what is going on in the restroom.

Multi-stall restrooms: Two volunteers are required to take children to these restrooms.  One volunteer should check the restroom before the child enters and then hold the door of the restroom open while the child(ren) goes (go) into a stall. The other volunteer remains in the sink area of the restroom to provide assistance as needed.  This procedure applies whether the restroom is located within our secured environment or not.

Single-stall restrooms: Two volunteers are required to take children to these restrooms.  Only a child four years old or older may use these restrooms. One volunteer should check the restroom before the child enters. Both volunteers should remain outside the restroom to wait for the child.  The door to the single-stall restroom must remain slightly open. This procedure applies whether the restroom is located within our secured environment or not.



Diaper Changing Procedure  
All children must have their diaper changed during their time in the nursery classrooms. Volunteers must adhere to the following procedure when changing diapers: [image: ]


Prepare to Change a Diaper
· Make sure you have your supplies ready before you begin. 
· Wear disposable gloves while changing diapers and use new gloves with each change. 
· Place a clean disposable changing pad under each child before changing a diaper.

Changing the Diaper 
· Never move away from or turn your back on the changing table while changing a diaper. 
· Have a toy ready for the child to play with.
· Ask for help if the child is too wiggly.
· Place an “I’ve Been Changed” sticker on the front of the child’s clean diaper.
· Dispose of diaper, gloves, and changing pad in provided trash can. 
· Disinfect your hands after changing diapers. 
· Disinfect diaper-changing area at the end of each service. 

Pray While You Change 
· Diaper changing time is a great time to do one-on-one ministry with the child. Remember, diaper changing is no less important spiritually than the lesson, just a little messier at times! As you bring each child to the changing table, you will pray for them and then speak life, love, and God’s promises over them. 
Reminder:  Only female volunteers are to change diapers. Male volunteers should care for other children in the room while female volunteer changes diapers.

SPECIAL NOTE:  If asked by a parent to apply a diaper rash cream, and if the cream is an over the counter brand, it is okay to accommodate this request.  If, however, the rash something more severe that requires a prescription medication, please advise the parent that they would be called for diaper changes as needed.  We are not able to administer prescription medications.


CFKids Discipline Plan

Communicating and Encouraging Good Behavior 
CFKids Staff or Volunteers may never use words or a tone of voice that shames or frightens a child. We will never send a child to the corner or spank them while in our care. If a child is behaving inappropriately (or is about to), a CFKids Staff Member or Volunteer needs to stop the action, tell the child “no,” give the child a new instruction on how to act, redirect them, and praise the child when the child obeys.

Special Note: Under no circumstance will physical forms of punishment be tolerated.  Additionally, it is never okay to grab a child by the arm, etc.  The only time it is okay to physically restrain a child is in the event of injury to self or others.  Then, and only then, a “Supportive Hold” make be used. (See Support Hold Procedures below.)

No Tolerance Behavior 
The following will require an Incident Report and paging of the parent:
· Biting
· Fighting 
· Hitting 
· Kicking
· Spitting 
· Throwing
· Poor Language 
· Tantrums 

When to Page a Parent 
No Tolerance Behaviors will be addressed each time they occur. The Area Coordinator will be notified and parents will be paged so they can discuss the behavior. If the parent returns the child to the room after discussing the behavior with the child, greet the child again as enthusiastically as you did when they arrived in the beginning. The Area Coordinator is the only one who can address the behavior with the parent!

Working and Praying Through the Behavior 
Assign a Volunteer to watch carefully over that child to encourage the child in appropriate behavior. When the parents pick the child up, tell them that the child did great after they came back in (if it is true).

If the inappropriate behavior happens again that day or another day, remove the child from the situation, and notify the Area Coordinator.

Parents will not be allowed into the classroom to address the child’s behavior. Once a child is returned to the classroom, each further incident will result in disciplinary actions to include the possible loss of rights to attend and participate in CFKids.



SUPPORTIVE HOLD PROCEDURES
Supportive holding of children should be considered only in the following situations: 
· The child’s safety is at risk; 
· The safety of other children or adults is at risk; 
· The child must be moved in order to be safely supervised; 
· The child demonstrates a sustained behavior that is highly disruptive and/or upsetting to other children necessitating moving the child. 

A supportive hold should not be used unless: 
· The safety of the child and others demands immediate intervention or; 
· All other possible interventions have been attempted prior to supportive holding; and, 
· Supportive holds should only be sustained long enough to remove a child from an unsafe environment or keep him/her from hurting self or others. 

Supportive holds should never be attempted without at least two people, so that a witness is present. Three staff is recommended.

Any discussion of potential revoking a child’s right to be in CFKids will include the Campus Pastor, CFKids Director, and CFKids Core Director.

DISCIPLINARY INCIDENT REPORTS
An incident report should be completed when disciplinary actions require the calling of parents.  The steps should be followed:
· The Incident Report Form needs to be filled out by the volunteer and the Staff Member(s) who witnessed the incident. 
· Record all details as soon as possible.
· Parents of any children, who have been injured in any way, spit on or verbally abused will be informed of the incident only and not the name of the other child involved.
· Incident Report Forms should be located in all classrooms, as well as at the CFKids Information Center.
· The Incident Report Form must be signed by the parent, the CFKids Director, and the child (when applicable).
· All completed and signed Incident Report Forms will need to be entered into the Online Incident Report and the paper copy kept on file in the CFKids Ministry office.Online Incident Report Access: http://gochristfellowship.com/incident

· CFKids Director or Area Coordinator should call family during the week following the incident to check on the child and answer any questions the parent may have.  This is a great opportunity to build trust with our parents.



Buggy/Stroller Ride Rules

Please follow these guidelines to ensure the safety of the children:
· Only babies and one year olds are allowed on buggy/stroller rides. 
· Do not go outside with the buggies/strollers. 
· Two people need to be with the buggy/stroller in the hall during its use. Make sure two people will still be in the room with any remaining children. 
· Make sure each child has a seat belt on at all times. Please do not carry any children in your arms. 
· Be back to the room at least 15 minutes before parents are scheduled to pick up their children. 
· Return the buggy/stroller to its parking place after you have dropped all the children off inside their room. 

While on the Buggy/Stroller Ride...
· Interact with the children while you walk the halls. This interaction may include singing songs, telling stories, talking about God’s creation, etc. 
· Go to the windows and look out. Talk about God’s creation that you can see. 
· Take a puppet with you and talk to them or tell a story. 
· Sing songs with the children. 


[image: ]



STAFF CHECK LIST:  BEFORE, DURING AND AFTER SERVICE 



Before 
· Did you come prepared, practiced, and prayed up to serve and love on volunteers, kids, and parents?
· Did you come dressed to represent by wearing your CFKids Staff apparel and nametag? 
· Did you prepare your pre-service Huddle Up and Prayer time so that you’re ready to lead your team?
· Did you verify which volunteers will be serving and that you have the right number of people needed to open all your rooms?
· Do your volunteers have everything they need in their ministry rooms and are the rooms setup correctly?
· Did you know that we have about 8 minutes to make a great impression when a new family comes to our church?  Are you prepared?
· The First 8 Minutes 
· 8 Minutes and ticking: Parking
· Reserve and mark front spaces for guests.
· Reserve parking spots close to the building. 
· 7 Minutes and ticking: Entrances
· Identify entrances and key buildings with signs on the outside.
· Take it to the next level by having parking lot attendants and hosts who can help families know where to go even before they approach the building.
· 6 Minutes and ticking: Greeters
· Have trained, friendly greeters at each entrance door.  They should be identified with a shirt, badge, or nametag that shows they’re greeters.
· Train greeters to watch for first time families.   
· 5 Minutes and ticking: Check-In
· Have a check-in area that is just for first time families.  Try to avoid having families stand in lines.
· Train a team of New Family Hosts.
· Be sure to keep your hosts informed of current information and events so they can answer any question the family may have.
· 3 Minutes and ticking: The Children’s Area
· Enlist and train a team of children who welcome new children.  
· Have a great adult team in place.  Follow proper adult – child ratios.
· 30 seconds and ticking: Escorting Parents to the Worship Center
· Hosts should walk parents all the way to the Worship Center or Classroom.
· Take it to the next level by having hosts meet the parents again after the service to assist them in checking their kids out.


During
· Did you take the time to welcome and greet every volunteer?
· What are you focused on?  
· In CFKids, we are all about our volunteers and families!  While it is extremely important to connect and fellowship with friends and others, during the service isn’t the time.  Make time to connect with them before or after your responsibilities are completed. 
· Are you speaking life? 
· Please remember to watch your words at all times. There is power in what we say.  You can ruin the entire atmosphere of a class by your words. No gossiping, complaining or profanity will be allowed.  Remember, we are examples to our volunteers and families.  Even babies can be affected by negative speech.  Also, you never know when a parent may come into our environment and overhear what is being said. Only speak life in your ministry area and over your children. 
· Are you modeling prayer?
· There is a time of prayer in Huddle.  Be sensitive to the Holy Spirit and any prayer requests the volunteers may have.

AFTER
· Have you completed all clean up duties (Between services and after last service)?
· Are you leaving your ministry area clean and tidy, ready for the next event to follow?
· Are you taking one more step in your walk with Christ? (Grow in your faith…MUSTARD)
· Connecting 
· Does every person on your team feel that you care for him or her and know how to contact you for help?
· Does every person have a friend on the team that shares a common interest or life stage?
· Did your last new person feel welcomed and included on the team and within your friendships?
· Learning 
· Is each person on your team reading their Bible and praying every day?
· Are you including God’s Word and praying in team huddles or communications?
· Are most of the people on your team learning more of God’s Word in a weekly study group?  If not, is there a good reason why?
· Serving 
· Is everyone on your team regularly serving in a ministry an average of twice a month?
· Does each person on your team know their God-given gifts and understand how they are using them to build up the church?
· As a community, are we serving together at least once a semester outside our regular rhythm and circle of influence?
· Are you attending a service every weekend?



VOLUNTEER CHECK LIST:  BEFORE, DURING AND AFTER SERVICE 



Before 
· Did you come prepared, practiced, and prayed up to serve and love on kids and families?
· Did you come dressed to play by wearing your CFKids Volunteer t-shirt and nametag? 
· Did you attend pre-service Huddle Up and Prayer time with your team?
· Before you open your class, do you have the right number of people in your class?
· Do you have everything you need in your class and is the room setup correctly?
· Did you know that we have about 8 minutes to make a great impression when a new family comes to our church?  Are you prepared with the right attitude and “Welcome Home” spirit?

During
· Did you take the time to welcome and greet every child?
· Greet the children and parents (by name if possible). 
· Tell the child how glad you are that they are coming to class. 
· Ask the parent if there are any special instructions (including for special needs children) and make sure to write the instructions down on the sign-in sheet (when applicable). 
· If the child is a visitor, explain the paging system to the parent or guardian. 
· If a parent is without a cell phone, give them the vibrating pager, explain how it works, then write the child’s pager number on the sign-in sheet or roster. 
· Be sure to label all personal items, including diaper bags and any items used outside their bags (i.e. Sippy cups, bottles, pacifiers, etc.) 
· If the child is walking, squat down and open up your door. You should be eye level to the child. Invite the child in (you may need to take the child from the parent through the door or over the door if the child is hesitant or crying). 
· Address any concerns parents may have and direct children into the room. 
· If a child is new, introduce him or her to other children and workers. 
· What are you focused on?  
· In CFKids, we are all about the kids!  While it is extremely important to connect and fellowship with your team, during the service isn’t the time.  Make time to connect with them before or after your service. Once the children arrive, your focus should be on the children. 
· Are you speaking life? 
· Please remember to watch your words during class time. There is power in what we say.  You can ruin the entire atmosphere of a class by your words. No gossiping, complaining or profanity will be allowed.  Remember, we are examples to the children. Even babies can be affected by negative speech. Also, you never know when a parent may come to the door and overhear you. Only speak life in your classroom and over your children. 
· Are you participating? 
· During the praise and worship time and the lesson time, all volunteers are expected to participate with the children as the Teacher leads the activities. There should be no other activities at this time including cleaning the room, feeding or diapering if it can be avoided. 
· Are you modeling Praise and Worship?
· Worship is our response to falling in love with Jesus.  Be sure to give kids a reason to worship:
· He made you
· He loves you
· He’s close to you
· He protects you
· He’s your best friend 
· He has a plan for you
· Etc.
· Are you modeling prayer?
· There is a time of prayer in every class.  Be sensitive to the Holy Spirit and any prayer requests the kids may have.

AFTER
· Have you completed all clean up duties (Between services and after last service)?
· Are you taking one more step in your walk with Christ? (Grow in your faith…MUSTARD)
· Connecting 
· Does every person on your team feel that you care for him or her and know how to contact you for help?
· Does every person have a friend on the team that shares a common interest or life stage?
· Did your last new person feel welcomed and included on the team and within your friendships?
· Learning 
· Is each person on your team reading their Bible and praying every day?
· Are you including God’s Word and praying in team huddles or communications?
· Are most of the people on your team learning more of God’s Word in a weekly study group?  If not, is there a good reason why?
· Serving 
· Is everyone on your team regularly serving in a ministry an average of twice a month?
· Does each person on your team know their God-given gifts and understand how they are using them to build up the church?
· As a community, are we serving together at least once a semester outside our regular rhythm and circle of influence?
· Are you attending a service every weekend?
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Appendix A:

Arena Processes and Instructions

· Parent/Child Dedication Process
· Parent/Child Dedication Class Registration: Staff Steps
· Starting Line Registration Process
· Entering A New Family In Arena
· CFKids Promotion Process
· Arena Promotion Process
· Volunteer Onboarding Arena Process






PARENT/CHILD DEDICATION REGISTRATION PROCESS

Once someone registers they will get an automatic confirmation email. You do not have to do anything, but it will say:

Automatic Request Confirmation Email for Parent/Child Dedication Class:

This email is to confirm we have received your request to attend our Parent/Child Dedication class on [date].  Once we have reviewed your request form information, you will be contacted to confirm your class date.

We are excited to partner with you for this special milestone in the life of your child!  If we can be of service to you, or of you have any questions, please contact [Specific Campus contact].
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The next two emails you will have to send out on your own.  You will not be notified when someone has signed up. You will have to go into arena and check. You will find the PCD registrations Event tags. If you don’t have permission to see these, please contact Ruth Smith.

It is suggested to check arena each Monday and send out a confirmation email by Tuesday if approved. There are templates created in Arena for this. The confirmation email template is called: Children’s Ministry Parent/Child Dedication Confirmation. You just need to insert the date they will be attending and your contact email.

Note: If they choose to include a picture of their child, they will be replying to your email with pictures of their child so make sure you are collecting these. 

Here is what the email template will look like:

STAFF will send class registration confirmation after verifying marital status information – Check Arena each Monday and send out email by Tuesday of that same week.  Template will be setup in Arena.

This email is to confirm that you are registered to attend our Parent/Child Dedication class on [date].

Reminder:  If you will be submitting a photograph of your child to be used in the slide show during service, you may reply to this email and attach the photo. 

Looking forward to seeing you soon.  If you have any questions, please feel free to contact [Specific Campus contact].
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Finally the Wednesday before the PCD class, send out a reminder email. There is a template in Arena for this as well labeled Children’s Ministry Parent/Child Dedication Reminder. You will again need to insert information that is specific to your campus. 

Staff will send out REMINDER email on the Wednesday before Parent/Child Dedication class.  Template will be setup in Arena.

This email is a reminder of your upcoming Parent and Child Dedication class on [date] at [time].  We will be meeting in [Classroom/Location Information].  If you have any questions, you may contact [Specific Campus contact].

Reminder:  To ensure that our classroom environment allows for parents to focus, we ask that you do not bring your child to class with you.  Childcare is generally available in our nursery and preschool rooms during all classes or you may make arrangements at home with a babysitter.

We look forward to seeing you there!
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Parent/Child Dedication Class Registration:
Staff Steps

· Class Request Form is submitted online through Arena Event Registration
· Request Form will be reviewed ensuring that the persons wishing to dedicate the child are either:
· Husband and wife married according to Biblical teaching;
· Single, and not living together.
· If all cleared, class confirmation email will be sent by Administrator as follows:

· This email is to confirm your registration for the Parent/Child Dedication class on [date] at [time] in [location].

· Reminder:  To ensure that our classroom environment allows for parents to focus, we ask that you do not bring your child to class with you.  Childcare is generally available in our nursery and preschool rooms during all classes or you may make arrangements at home with a babysitter.

· We are excited to have you us for this exciting milestone in your families life! Please mark this date on your calendar. If you have any questions, please contact [Specific Campus Contact].

· If you have a form come through that indicates that the parents are living together unmarried, referred them to the CFKids Director for follow-up.
· Here are the steps to be taken:
· Contact the parents and lovingly inquire about their current marital status. If they indicate they are living together unmarried, then ask if you can meet with them in person. These type conversations should always be done in person. 
· Set up a time to meet with them before the dedication and explain God’s plan is for parents to be married.  A campus pastor or another pastor should lead this on your team with you joining them. 
· We will share with the parents that we will allow them to be part of the dedication, but encourage them to take steps toward lining up with God’s plan for the home.  The emphasis will be to offer them next steps they can take out of the dedication.  Your campus pastor will work with you on this. 
· They will obviously attend the dedication class.  The dedication class will include a short teaching on the importance of marriage and why it’s God’s plan for the home. 
· If you have a same sex couple request child dedication, refer them to your campus Pastor.



STARTING LINE REGISTRATION PROCESS

You will need to check Arena to know when a child has been registered for Starting Line.  Below is an example of the confirmation email the family will receive after registering.

Automatic Confirmation Email for Starting Line Class:

This email is to confirm we have received your request to attend our Starting Line class with your child.

We are excited to partner with you for this special milestone in the life of your child!  If we can be of service to you, or if you have any questions, please contact [Specific Campus contact].
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You will send out a reminder email the Thursday before the Starting Line class. There is a template in Arena for this: Children’s Ministry Starting Line Reminder. You will have to fill in your campus specific information. The template looks like this: 

Staff will send out Reminder will need to be sent out by Staff on the Thursday before Startling Line class.  Template will be setup in Arena.

Dear Parent/Guardian of [child’s nickname],

This is a reminder that we have you and your child registered to attend Starting Line on [date] at [time].  We will be meeting in [classroom/location]. 

Reminder:  At least one parent/guardian must attend this class with your child.

We look forward to seeing you and your child there!  If you have any questions, you may contact [Specific Campus contact].
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Entering in a New Family in arena

Search Under Membership WHITE PAGES:
a. Check all names to see if a record exists. 
b.  Verify person by checking birthday, phone number, address

Under Membership ADD NEW FAMILY:
a. Enter all family names, birthdays, genders, marital status
b. Click next then Enter correct campus
c. Next – Main add phone number and hit tab
d. Add additional emails, phone numbers here
e. Click next- add address under primary hit tab
f. ***Click standardize address***
g. Click Next – Original entry source “Children’s new family form”
h. 1st connection – enter date on card
i. Scroll over and hit finish

Ministry Tag: Go to Child’s record:
a. Enter grade in profile (kindergarten – 5th grade) if applicable
b. Ministry Tag!!! VERY Important – on the bottom right 
c. Click edit –click add tag
d. Hit the + sign next to “All campus check in”
e. Plus sign on Children’s Ministry
f. Check the age/grade indicated
g. Hit okay

Allergies/Special Needs: Click Edit in the Check-in section and add.

Relationships: To enter a friend or family member that is not a parent:
From Child’s record
a. Relationships –edit
b. Find person, check name, and select
c. Add guest child

Add cell provider if given to child’s record:
a. Phone number edit: sms
b. Done
c. Edit
d. Dropdown menu, select provider.

Guardianship Issues:
For divorced parents who share custody and both attend with their child:
· Determine who the custodial parent is and list them in that household. If unsure, pick one. 
· Create a relationship on child’s record of Guest child to other parent. 
· You can also give them a second relationship as Mother or Father under the child’s record.



Members bringing in guest children:
· Create a separate record for the child by adding a new family and adding the child’s info.
· Once created, under the child’s record, add a guest child relationship to the member who brought the child.

When a parent asks to have an (ex) spouse or parent removed from their record:
· First, under the child’s record, create a guest child relationship to parent requested to be removed.
· Second, send an email to Ruth Smith, ruths@cftoday.org, and request a separation of records.
· It is critical to do step one to prepare the record for separation, so that the other parent is still permitted to drop off and pick up their child.

CFKids Promotion Process

· Newborn - walkers will be promoted based on developmental skills.
· 2 – 4 years will be promoted based on their birthdate.
· Promotion for Kindergarten – 5th grades takes place the 1st weekend following the last day of school according to the PBCSD.  (Exceptions will be NYC, which is on a different school calendar.)
· 1 month before promotion, EC team will begin asking parents of 4-5 year olds if they will be attending Kindergarten in the fall.  A list of these kids will be kept and will be manually promoted into Kindergarten in Arena AFTER our IT Team has completed their promotion process for current Kindergarten-12th grades.

Arena Promotion Process

· At midnight on the Tuesday proceeding Promotion weekend, the promotion routine will be run in Arena.  This routine will automatically increase by one grade level, everyone who has a grade entered on their person detail record. (i.e. Kindergarten will be changed to 1st Grade, 1st Grade to 2nd Grade, etc.)
· On the next Wednesday, IT will do a manual cleanup of all Check-in Ministry Tags.
· Anyone currently in Tags K1, K2, Kindergarten or Grades 1-5 will be inactivated so that the tag will be cleaned out and ready for new children in that grade to check into.
· Anyone in Tags Nursery, 2 years, 3 years, 4 years, and 5 years that does not meet the age requirement for that tag will be inactivated in the tag, leaving only the correct age group active in the tag.
· All 5YR olds will be left in the 5 year old Tag.  If any of these children will be entering Kindergarten in the fall, they will need to be moved manually to the Kindergarten Ministry Tag and their grade entered on their person detail page.
· Any child who has not changed grades will need to be manually moved back to the previous grade and their grade changed on their person detail record. (Arena has no way of knowing who these individuals might be)
· After the promotion process has been completed, Arena will look at the child’s age for newborn through 4 years and check them into the correct ministry tag.  5 year olds (who are not currently in the 5 year old tag) will not be automatically checked in and may need to be handled manually.  Children currently in the 5 year olds’ tag will be checked into that tag. Children in grades 1-5 will automatically be checked into their new grade.  There will be no Kindergarten grade to begin with because we don’t know which 5 year olds will actually be attending Kindergarten in the fall.
There will always be exceptions to the automatic updates.  Campuses will need to be prepared for the first few weekends after promotion to manually handle these situations.

Volunteer Onboarding Arena Process

1. SERVE interest received 
· Status Updated in Serving Tags to: Invited to Apply (from either SERVE or CFKids)
2. SERVE application received 
· Status Updated in Serving Tags to: Application Received (from SERVE or Volunteer Coordinator)
· SERVE sends email to Volunteer Coordinator to advise of application
· Volunteer Coordinator will confirm that prospect is cleared to serve in CFKids, or follow up with SERVE if indicated.
· Volunteer Coordinator will edit the Tag Notes section:
· Enter the assigned area  (EC, GKS, Nitro, Shadows, Worship, WT, Data Entry, Milestones)
· Make any alert notes to see them prior to interview if necessary due to background report findings from SERVE
· Volunteer Coordinator will make the appropriate Activity Notes:
· If all clear, “Pending Interview.” (This is a note for the Area Coordinator’s reference only; it is not a status update.)
· If not clear, reiterate Tag note and directions for moving forward.
3. CFKids Area Coordinator and Team attempts to schedule the interview.
· Every phone call, email, and text must be noted in the Activity Notes section. It is also helpful to make the note of the interview date and time. 
4. CFKids Area Coordinator and Team will complete the interview 
· Status Updated in Serving Tags to: Interview Completed
· Make any applicable Activity Notes
5. CFKids Volunteer Coordinator sends invitation to orientation.
· Tag Notes section is edited with “ORIENTATION (1x)” being added to the front of the area assignment. Each subsequent invitation requires that the number be changed to indicate how many times a person has been invited.
· Activity Notes section is noted “1st invite to orientation”, and how the invitation was sent (email, phone call, etc.). Each subsequent invitation requires that the number be changed to indicate how many times a person has been invited. 
· Send up to 5 invitations. At last attempt, Activity Note reads “5th and final invite to orientation.”
6. CFKids Volunteer Coordinator verifies the Volunteer attended orientation 
· Status Updated in Serving Tags to: Orientation Completed
· Volunteer Coordinator looks through notes to confirm all CFKids steps were followed and volunteer is completely cleared to serve in CFKids.
7. CFKids Volunteer Coordinator tags the Volunteer to serve 
· Status Updated in Serving Tags to: Placed in Role
· Tag Notes are reduced to only the area they will serve.
· Move this general CFKids tag to the serving tag of the area they will serve, at the lowest “volunteer” level. 
· View the Volunteer’s profile page to verify all email, phone, and cell carrier information is entered, as well as confirming the serving tag assignment is showing correctly.
· Upload the picture taken at orientation. 
8. CFKids Volunteer Coordinator invites all new volunteers to join the CFKids Volunteer Facebook page.
· Use lists within Arena, and change the dates to only invite the newly placed volunteers.
9. CFKids Volunteer Coordinator may change status if someone does not complete the  process 
· Status Updated in Serving Tags to: No Response if after several attempts to connect with the prospect yields no reply. The Team member will make the notes within the Activity Notes section at advise the Volunteer Coordinator to remove the prospect from the list due to no response.
· Status Updated in Serving Tags to: Inactive if along the way it is determined the prospect will not serve in CFKids. Appropriate notes must be made.









Appendix B:

CFKIDS BRANDING GUIDELINES




CFKids Branding Guidelines

Just like a great story, an effective brand tells the world who we are, what we do, and how we do it, while establishing relevance and credibility.  The following brand guidelines have been created to help us tell a better story…together.

In order to maintain consistency across CFKids branding at all of our campuses, the following guidelines should be adhered to in all marketing and communications.

CFKids is the brand: Proper Name and Logo Use
CFKids refers to the children’s ministry at Christ Fellowship.  It includes all ministries to kids ages newborn through 5th grade.

Brand Use Do’s and Do Not’s:

	
	DO:
	DO NOT:

	IN-HOUSE:
	CFKids
	CF Kids

	OUT-OF-HOUSE
	Christ Fellowship Kids
	CFKids

	CFKIDS LOGO:
	Maintain integrity of Logo

[image: ]
	Stretch or distort logo 
[image: ]

	SOLID COLOR VERSION:
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	WORSHIP TEAM LOGO:
	[image: ]
	[image: ]



CFKids color table for print design

	
	
	RGB
	CMYK
	Pantone Color Ref.
	HEX

	Blue Brand Color
	

	40 / 172 / 226
	70 / 14 / 0 / 0
	Pantone 298 C
	42ABFF

	Green Brand Color 
	

	185 / 213 / 49
	32 / 0 / 100 / 0
	Pantone 381 U
	B9D531

	Text Color
	

	0 / 0 / 0
	75 / 68 / 67 / 90
	Pantone 426 C
	000000

	Background / Base Color
	

	191 / 191 / 191
	25 / 20 / 20 / 0
	Pantone Cool Gray 4 C
	BFBFBF

	Background / Base Color Alt.
	

	242 / 242 / 242
	4 / 3 / 3 / 0
	Pantone 7541 C
	F2F2F2

	Base Color
	

	255 / 255 / 255
	0 / 0 / 0 / 0
	Pantone P 179-1 U
	FFFFFF


Three Ministry Environment Logos

These ministry environments refer to the name of the room or area that specific age groups gather for our weekend worship experience.  These names do not identify a specific ministry within CFKids.

	MINISTRY AREA
	AGE GROUP
	ENVIRONMENT LOGO

	Early Childhood
	Newborn – Kindergarten
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	Elementary
	Grades 1-3 (Regional Campuses)
Grades 1-5 (Community Campuses)
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	Elementary
	Grades 4-5 (Regional Campuses)
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Appendix C:

COMMUNICATIONS PROCESSES

Graphic Design Projects and Print Room Request Process





Graphic Design Project and Print Room Request Process

The following is an explanation of our graphic design project and print room request process.  Additional information will be available in Appendix Folder C on the CFKids Dropbox.


Things to note: 
· *Regional Campuses will support Community Campuses until they have reached the attendance size that warrants hiring a full-time CFKids Director and/or an Administrative Assistant.
· Communications request that person in position “1.” be the only contact point with CFKids Communication representative.
· The “2.” position people will serve as backup when position “1.” position is vacant or on vacation.
· All “1.’s” and “2.’s” will attend a training led by Communications about how to properly complete Intranet Communication Request forms.









Appendix D:

Curriculum Expectations and Overview




expectations:  One Kids Ministry, mULTIPLE LOCATIONS
Because Christ Fellowship is truly one church that meets in multiple locations, we strive for consistency throughout our kid’s experiences.
To provide a consistent experience for all of our kids, we've learned that using the same curriculum, training, and communication tools across all campuses keeps things unified. Kids are learning the same things as their friends, no matter what campus they go to. And kids who happen to visit different locations from time to time don’t miss a beat.
To help with that cohesion in experience, our Core Team provides the curriculum, training, and vision for all campuses. We create one set of lessons for each age group, and it's used in every location—rather than each location spending time, money, and energy on creating individual programs.
Then, our Campus Teams uses the curriculum to build relationships and create community in their environments. With the Core Team doing the heavy lifting to supply consistent resources, the Campus Teams are free to focus on excellence in implementation and safety while creating an environment that is Full of Faith, Family, and Fun.

Early Childhood Curriculum Overview

Service Schedule Example

	40 minutes
	Check-in & Toys with a Purpose (begins 30 minutes before service start)

	5 minutes
	Clean Up Toys & Put Away

	10 minutes
	“Make it Fun” Activity

	15 minutes
	“Make it True” Worship & Lesson (Chapel Time)

	10 minutes
	“Make it Stick” Craft / Snack / Potty break

	10 minutes
	“Make it Real” Bible Verse

	10 minutes
	“Extended Activity” As time allows / Dismissal 

	10 minutes
	Disinfect Toys / Reset Environment



Curriculum COMPONENTS
· Make it Fun:  Each teaching lesson begins with Small Group activities that are fun and welcoming. These activities are designed to make the children feel drawn into the room. Not only do they help the children become more comfortable in their classroom, they also introduce new concepts they need to understand the Bible story. There are three types of Make It Fun activities: movement, game, and investigation or role-play. 
· Make it True:  This is our preschool chapel time when children come together to hear the truth of God’s Word.  After a fun time with classroom friends, children are ready for the Bible story. During worship, children are encouraged to openly express their love for who God is and praise Him for all He has created. 
· Make It Stick:  Children return to their room to participate in a variety of Small Group activities that will help them apply what they have learned. These activities may be crafts or games. Each activity reinforces that month’s Bottom Line in a fun and interactive way. Throughout this time of the lesson the Bottom Line is repeated to be sure each child knows the truth of God’s love. There are five types of Make It Stick activities: Memory Verse Review, Bible Story review, Just for Fives (more advanced), movement, and craft. 
· Make It Real:  3 through 5 year olds are led into a Small Group time where they can personalize the lesson and have a time for prayer. In Small Groups, relationships grow as children are encouraged to share their thoughts about the Bottom Line and talk to God in their own words. 

Elementary Curriculum Overview
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CFKids Information Center Forms
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GUEST BADGE GUIDELINES


Please read through these guidelines BEFORE signing the Guest Badge Log:

1. I will not interact with the kids during my visit.
2. I will not take any kids to the restroom.
3. I will not take any picture or video while visiting in CFKids.
4. I must be a parent of a child in the room I will be visiting, a prospective volunteer, or a pre-approved member of a visiting church group.
5. I will shadow a CFKids staff member or veteran volunteer at all times during my visit.
6. I will observe from the back of the room only or from outside the classroom.

PLEASE NOTE:  We reserve the right to ask you to leave should any of these guidelines are not being followed.

For the safety of our smallest CFKids NO ONE is allowed to visit inside our newborn through kindergarten rooms unless they have completed our volunteer process of a background check, references, interview, and security training.  They may observe from outside the classroom only.

Guests are allowed to visit only one time per person.  If a person wants a second visit, they must complete our volunteer application and orientation process.

A Guest Pass is not intended for people wishing to socially interact with other volunteers in the room.  This should be saved after the volunteer is finished with the service responsibilities and should take place outside of the CFKids ministry area.
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Missing Tag Form

Christ Fellowship takes the safety of the children who come to our ministry very seriously!  We have implemented a Security Tag system to ensure that a child is only released to an authorized person.  In the event that a Parent Tag is lost, it is our policy to verify your identity and confirm that you are authorized to pick-up the child BEFORE we release the child to you.  We thank you in advance for your patience during this process as it is solely for the protection of the precious children in our ministry.

Please fill out all information:

	Date:
	
	
	

	Child’s Name:
	
	Birth-date:
	

	Home Phone:
	
	Emergency Phone:
	

	Mother’s Name:
	
	Father’s Name:
	

	Person picking up child:
	

	Driver’s License #:
	

	
	



Explanation for missing parent tag: 	
	
Are you the person who dropped off the child?  Yes___   No___
	Are you the parent/legal guardian of the child you are trying to pick up?
 Yes, I am a parent of this child
 Yes, I am the legal guardian of this child
 No…please explain your relationship to the child and a contact number where a parent can be reached:  
	


If you are NOT the parent/legal guardian of this child:	
· A child will only be released to you with the permission of a parent /legal guardian.  Once we obtain the above information we will contact the child’s parent/legal guardian to confirm that you are authorized to pick up this child. 

If you are the parent/legal guardian of this child:
· We cannot decline releasing a child to their parent/legal guardian unless there is a Court Document restricting contact.  Is there a Court Document preventing you from picking up the child in question?
 Yes     No
Signature:  ________________________________________________________  Date:  	
	Re-Issue Slip for Lost Tag

Child’s Name: 	

CFKids Information Center Approved: 	
	(Signature of CFKids Welcome Team Volunteer or Coordinator)


Parent ID checked and verified with authorized pick-up record in Arena?     Yes     No

If no, reason	


	


	Re-Issue Slip for Lost Tag

Child’s Name: 	

CFKids Information Center Approved: 	
	(Signature of CFKids Welcome Team Volunteer or Coordinator)


Parent ID checked and verified with authorized pick-up record in Arena?     Yes     No

If no, reason	


	


	Re-Issue Slip for Lost Tag

Child’s Name: 	

CFKids Information Center Approved: 	
	(Signature of CFKids Welcome Team Volunteer or Coordinator)


Parent ID checked and verified with authorized pick-up record in Arena?     Yes     No

If no, reason	













Appendix F:

Health & Allergies Processes and Forms







Dear Parents:

CFKids holds your interests and concerns for your child’s allergies with high regard.  With detailed pertinent information we can address your child’s specific needs in an efficient and orderly manner.

Our existing policy, similar to that of the area’s school system, requires detailed medical information for those children with severe and/or life threatening allergies.  This policy will enable us to make sure the proper measures are taken to secure your child’s welfare while involved in activities here at Christ Fellowship.

Upon completion please return the enclosed forms to CFKids Ministry, attention [campus contact name] at your earliest convenience. We are confident that this procedure will allow our dedicated volunteers to react effectively to your child in case of an allergic reaction.

If you have questions or would like to discuss your child’s needs further, please do not hesitate to contact me at [phone] or [email]@cftoday.org. Thank you for your cooperation in this matter.

In His Service,

[Name]
CFKids Director
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Food Allergy Policy

CFKids is committed to providing a safe atmosphere for our children.  We take our commitment to the safety of your children very seriously. The following procedures are followed to protect children with Food Allergies:

ALLERGY FORMS:  Each parent must complete a Children’s Ministry Allergy Form for each child with a food allergy.  If your child has a severe or life threatening allergy that requires use of an EpiPen®, we require that both the parent and their child’s physician complete an Emergency Care for Prevention of Anaphylaxis & Severe Allergy form. All allergy forms should be modified by parents as the child’s allergies or any pertinent information regarding a child changes. CFKids will require all forms to be updated once a year in September when the school year starts.

The information you provide us will be uploaded to your child’s record in our church database system.  Your child’s food allergy information will be printed on his/her nametag each time you check in.  Each classroom will make note of this information on the Evacuation Sheet as your check him/her into the room.

STICKERS:  “Allergy Alert” stickers will be applied to the nametags of children with allergies in kindergarten and younger.  These stickers help our volunteer workers identify a child with allergies and help us to maintain a safe environment for your children.  Parents of children in grades 1st-5th may sign a release for their child not to wear a sticker on the allergy form – if this section on the form is not marked, then your child will need to wear the identifying allergy sticker.

PAGERS:  Parents of children with life threatening or severe allergies will be provided a pager to use during the service. The pager number should be completed on your child’s nametag or allergy sticker and the classroom evacuation sheet.  Parents of children with life threatening or severe allergies must remain on the premises while their child is involved in any activities at the church.  In the event of an allergy emergency, the parent or guardian will be paged immediately and if your child has a life-threatening allergy, 911 will be called. 

MEDICATION:  A supply of Benadryl is located in each CFKids Ministry Area.  In the event of an allergic reaction, parents may have access to the Benadryl to administer to their child. 
[bookmark: 3]SNACKS:  The following snack is provided on a regular basis to Nursery and Preschool children:

Nursery Rooms (Crawlers to 2 yrs)
· Gerber’s Puffs Ingredients
· Strawberry Apple: Rice flour, whole wheat flour, wheat starch, sugar, whole grain oat flour, dried strawberry puree, tri- and dicalcium phosphate, dried apple puree, mixed tocopherols (for freshness), apple juice concentrate, zinc sulfate, natural apple strawberry flavor, soy and sunflower lecithin, alpha tocopheryl acetate (vitamin E), electrolytic iron, strawberry juice concentrate.
· Sweet Potato: Rice flour, whole wheat flour, wheat starch, sugar, whole grain oat flour, dried sweet potato puree, tri- and dicalcium phosphate, natural flavor, annatto extract color, mixed tocopherols (for freshness), zinc sulfate, soy and sunflower lecithin, alpha tocopheryl acetate (vitamin E), electrolytic iron.
· Banana: Rice flour, whole wheat flour, wheat starch, whole grain oat flour, sugar, dried banana puree, tri- and dicalcium phosphate, natural banana flavor, mixed tocopherols (for freshness), soy lecithin, zinc sulfate, alpha tocopheryl acetate (vitamin E), electrolytic iron, caramel color, turmeric extract color, vanilla extract.
· Water

Preschool Rooms (2-3 yrs)
· Pepperidge Farm Goldfish Ingredients:  Unbleached enriched wheat flour [flour, niacin, reduced iron, thiamin mononitrate (vitamin B1), Riboflavin (vitamin B2) Folic Acid], Cheddar Cheese [Pasteurized Milk, Cheese Culture, Salt, Enzymes) water, salt} Vegetable Oils (canola, sunflower and/or soybean), contains 2% or less of: salt, yeast, sugar, yeast extract, leavening (Baking soda, monocalcium phosphate, ammonium bicarbonate), spices, annatto (color) and onion powder.
· Water
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EpiPen® Administration Policies and Procedures
· To accept an EpiPen® in the classroom or for an event, we must have written permission to use it from a parent or legal guardian.  Epinephrine may be given at church or during church sponsored activities only with a parent or guardian-signed authorization. (EpiPen® Administration Permission Form).
· The EpiPen® Administration Permission Form must be on file on the child’s record in Arena and the proper allergy alert information placed in the Check-in Section.  This is the information that will print on the child’s nametag.
· A new form must be submitted whenever there is a change in the dosage or a change in the conditions under which epinephrine is to be injected. Initialing the yearly registration form allows for continued use of the original form.
· Christ Fellowship staff or volunteers may give only premeasured doses of epinephrine.  All medication must be properly labeled by a pharmacist.  Expiration date must be clearly indicated.
· Parents/guardians are responsible to hand-deliver the EpiPen® (clearly marked with the child’s name and placed in zip lock bag is copy of EpiPen® Administration Permission Form) to the adult volunteer in charge of the classroom/event unless approved for the student to carry during such times (grades 1-5).
· We do not provide EpiPens®.
· The adult volunteer will put the EpiPen® into the emergency file location in the classroom.
· The CFKids staff and volunteers are not trained medical personnel. If listed symptoms occur they will administer an EpiPen® if directed by the parent in writing.
· After administering an EpiPen®, 911 emergency services will be called.
· A parent is to collect all medication when picking up the child from the class/event.
· We do not store parent-provided epinephrine pens or other medication beyond the class/event period.
· We maintain a supply of antihistamine (Benadryl Elixir or tablets) to be administered by a parent/guardian only in the event that a child has an allergic reaction and requires treatment. 
[bookmark: 5]

[image: ]FOOD ALLERGY FORM – PART 1
Food Allergy Concerns

	Child’s Name:
	Birth Date:
	Age:

	Father’s Name:
	Cell Phone:

	Mother’s Name:
	Cell Phone:

	Legal Guardian’s Name:
	Cell Phone:

	Doctor’s Name:
	Office Phone:



My child is allergic to:
· Food (please specific type - peanuts, tree nuts, shellfish, etc.):
	
Type of reaction 	
	
· My child will have an EpiPen® for use at the Children's Ministry at Christ Fellowship. I will complete the EpiPen® Administration Permission Form and will include it with my child’s EpiPen®.
· My child has an EpiPen® but I am declining the opportunity to provide one for Christ Fellowship.
· I agree to release, indemnify, and hold harmless Christ Fellowship and any of it’s staff, volunteers, or agents from lawsuit, claim, expense, demand, or action against them. 
· I have read and understand Christ Fellowship’s Food Allergy Policy and EpiPen® Administration Policies and Procedures.
Food Allergy Sticker Waiver
All children with food allergies must wear an allergy sticker provided at the check-in/registration areas, unless waived by the parent below: 
· My child is in the 1st thru 5th grade and has my permission to attend CFKids services and events without wearing an allergy sticker. 
Remain On-Premise Acknowledgement
· My child has a severe and/or life threatening allergy that requires use of an EpiPen®. I understand that while my child is participating in church services and/or activities that a parent and/or guardian is to remain on the church campus and will be reachable by pager or cell phone in the event of an emergency.
Parent/Legal Guardian:
_______________________________   ________________________________   __________________
	Print Name	Signature	Date

[image: ]FOOD ALLERGY FORM – PART 2
EpiPen® Administration Permission Form
To be completed by parent or legal guardian and kept on record by CFKids Ministry at Christ Fellowship

Child’s Name (as it appears on EpiPen®):	
Child’s Age/Grade: ____ /_____ Parent/Legal Guardian Emergency Phone:	
My child is allergic to: 	
I hereby authorize the staff, volunteers and agents at the CFKids Ministry at Christ Fellowship (CF), to administer an EpiPen® to my child if he or she has known exposure and/or a severe allergic reaction.  I agree to release, indemnify, and hold harmless CF and any of it’s staff, volunteers, or agents from lawsuit, claim, expense, demand, or action against them for administering the EpiPen® provided they administer the EpiPen® prescribed specifically for my child. I am aware that a staff member, volunteer, or agent who is not a healthcare professional probably will administer the injection. I have read the CFKids Ministry Food Allergy Policy and EpiPen® Administration Policy and Procedures and agree to provide EpiPens® as required. I understand that 911 will always be called when an EpiPen® is administered to my child.
The following EpiPen® has been prescribed.  Check as appropriate:
· EpiPen® (the premeasured dose is 0.3 mg. of Epinephrine)
· EpiPen® Jr. (the premeasured dose is 0.15mg of Epinephrine)
· My child has received adequate training on how and when to use an EpiPen® and can use it properly in case of emergency. He or she will carry an EpiPen® at all times. 
Parent/Legal Guardian:

_______________________________   _______________________________   _________________
	Print Name	Signature	Date



FOOD ALLERGY FORM – PART 3
EpiPen® Administration Permission Form
To be completed by parent or legal guardian and placed in zip lock bag with EpiPen®.


[image: ]Child’s Name (as it appears on EpiPen®):	
Child’s Age/Grade: ____ /_____ Parent/Legal Guardian Emergency Phone:	
My child is allergic to: 	
I hereby authorize the staff, volunteers, and agents at the CFKids Ministry at Christ Fellowship (CF), to administer an EpiPen® to my child if he or she has known exposure and/or a severe allergic reaction.  I agree to release, indemnify, and hold harmless CF and any of it’s staff, volunteers, or agents from lawsuit, claim, expense, demand, or action against them for administering the EpiPen® provided they administer the EpiPen® prescribed specifically for my child. I am aware that a staff member, volunteer, or agent who is not a healthcare professional probably will administer the injection. I have read the CFKids Ministry Food Allergy Policy and EpiPen® Administration Policy and Procedures and agree to provide EpiPens® as required. I understand that 911 will always be called when an EpiPen® is administered to my child.
The following EpiPen® has been prescribed.  Check as appropriate:
· EpiPen® (the premeasured dose is 0.3 mg. of Epinephrine)
· EpiPen® Jr. (the premeasured dose is 0.15mg of Epinephrine)
· My child has received adequate training on how and when to use an EpiPen® and can use it properly in case of emergency. He or she will carry an EpiPen® at all times. 
Parent/Legal Guardian:

_______________________________   _______________________________   _________________
	Print Name	Signature	Date
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Top 11 Best Practices for email

Email is a top form of communication at Christ Fellowship.  But as research has found, the average U.S. employee spends about a quarter of his or her time at work combing through the hundreds of emails each employee sends and receives each day.  It’s time for a more mindful approach, one that fully embraces a “less is more” strategy. To help you get started, we’ve assembled a cheat sheet of our email best practices. And, trust us, it’s not just about being more polite, it’s about being more efficient and getting the responses you need.

1. Be concise. 
Do you like getting long emails? No? No one does. A good rule of thumb is to strive to keep emails to one line or less. If they can’t be that short, challenge yourself to keep them as concise as humanly possible. Your recipient is just as likely to be checking the message on a smartphone as on a desktop computer, and shorter is easier to digest – which means you’re more likely to get a response.

2. Number your questions.
This is Email 101. If you’re not doing it already, it should be standard protocol to break out multiple points or questions as numbered items in all email correspondence. If you don’t, you risk having your recipients only respond to the first question that happens to catch their eye. (And now you have to write another email to ask them about it again.) A good rule of thumb is to strive to keep emails to one line or less.

3. Make the way forward clear. 
Emails that offer nothing but a “What do you think about X…?” are generally ineffectual. Always be proactive and take the lead in your communications so that the way forward is completely clear. If you’re proposing an idea, do a bullet-pointed outline of the parameters from the get-go. If you want to “run something by” a superior, share your approach and ask them if they agree. They may not, but giving them a starting point, something to react to, is MUCH more likely to get a response than waiting for someone else to make the first move.

4. Include deadlines. 
Some people think that handing out deadlines can seem dictatorial. On the contrary, successful busy people welcome a deadline. It helps them integrate the tasks into their schedule. If a response from them is imperative, politely include a deadline: “For the project to stay on track, I need a response from you by 1/18.” If a response is optional, communicate that as well: “If I don’t hear back from you by 1/18, I’ll proceed with the solution I’ve proposed.”

5. Use “FYI” for emails that have no actionable information.
Some emails need to be shared to keep everyone in the loop. But non-actionable correspondence should be labeled as such – so that it can be prioritized accordingly. Use a simple “FYI” tag at the top of all emails that contain information that you are not required to act on. It allows for easy filtering of non-actionable emails, whether by scanning visually or setting up a rule in your email client.

6. Tell them that you’ll get to it later. 
If someone sends you an urgent email that you can’t get to today (or this week, or this month), write them a quick note to let them know, specifically, when you will get to it. You’ll quell their anxiety, and save yourself a future nagging email from them. It also preserves goodwill: Explaining now why you won’t get to something until later is much more effective than apologizing later. Non-actionable correspondence should be labeled as such – so that it can be prioritized accordingly.

7. Use expressive and compelling subject lines.
We all skim our inboxes, deciding what to read now, and what to read later. The subject line is a key place to indicate importance and time sensitivity, using leaders like “FOR APPROVAL:” or “SCHEDULING REQUEST:” or “FYI:” to indicate what action is or is not needed. It’s useful to think of subject lines like newspaper (or blog) headlines – they should be expressive and compelling. It’s your prime chance to hook the reader in.

8. Never send an angry or contentious email.
Email is a severely limited medium when it comes to conveying tone, which is why angry emails are never a good idea. More often than not, they just create more anxiety – and more email. Occasionally, writing an angry email can be therapeutic. If this is the case, get it off your chest, and then delete the email. When a confrontation is brewing, a conversation in person or on the phone is almost always best. Emails leave too much room for misunderstanding.

9. Never “reply all” (unless you absolutely must).
If you’ve received an email sent to a large group of people, do your best to avoid replying to all when you respond. If that person was qualified to send the email, typically they can be relied on to be the point person who collates the responses. Keep in mind: If using the “reply all” feature really seems necessary, you are probably having a conversation that would be better (and more efficiently) had face-to-face.

10. Refrain from sending one-liners.
"Thanks," and "Oh, OK" do not advance the conversation in any way. Feel free to put "No Reply Necessary" at the top of the e-mail when you don't anticipate a response. While being polite is generally welcome, when you are racing through a sea of emails and continually bumping up against the lonely “Thank you!” response email, it unnecessarily slows down you down.  Unless a response reply is specifically requested, or you have a significant response that is necessary, please do not clutter co-workers inboxes with “Thank you” responses.  The “Thank you” will be implied.

11. Bcc: and group emails
Using the To: (or the Cc:) field when sending out a group email forms a long, long list.  This not only looks odd and unprofessional, it also exposes the email addresses of people who may have wanted to keep them private. When sending group emails, insert the groups email address in the Bcc: field.  This will help protect the privacy of those included in your email.  Bcc: recipients get a copy of the email, but their email address is automatically deleted at delivery. Nobody except you and the Bcc: recipient will know that they got a copy, and their email address will not be exposed.  



25 Phone Answering Tips

There is nothing more frustrating than a business or company that is rude or unprofessional on the phone.  We've all experienced it.  It left a bad taste in your mouth, didn't it?  It may have even caused you to take your business elsewhere.

CFKids’ phone etiquette is so important.  It makes a lasting impression on people.  Here are 25 tips you can use to make sure your phone etiquette leaves people smiling.

1. Answer the phone after the second ring.
2. Put a smile on your face and let it shine through. 
3. Speak clearly, slowly, and with confidence.
4. Always use a pleasant and friendly tone.
5. Identify your ministry, yourself, and ask, "How may I help you?"
6. Ask for the person's name and use it during the conversation.
7. Before you place someone on hold, ask his/her permission.
8. Remember it's better to ask permission to call someone back rather than keeping them on hold for a long period of time. 
9. Never interrupt the person when they are talking. 
10. Never argue with someone over the phone.
11. Do not have food in your mouth or be chewing gum when you answer.
12. Don't give them the feeling you are rushed or they are unimportant.
13. Return voice mails quickly.  Within 24 hours at the very latest.
14. Don't say, "I don't know."  Say, "That's a great question...I'll be happy to find out for you."
15. If someone asks for prayer, take time to pray with him/her over the phone.
16. Keep the voice mail updated with brief information about current events that people may be calling with questions about. 
17. Listen carefully.  Don't be checking email at the same time.
18. If there is a problem, project a tone that is concerned and empathetic.
19. If they ask about a program that you don't offer, don't just say, "We don't offer that...sorry."  Instead, say, "We don't currently offer that program, but here's a couple of other great things we do offer."
20. Instead of saying, "you'll need to", say, "here's how we can help you."
21. When transferring a call, instead of saying, "let me transfer you," say, "let me connect you."
22. When you write down information like a phone number, repeat it back to them to make sure you wrote it down correctly.
23. Thank them for calling and invite them to call back anytime they have questions or you can be of help.
24.  Say, "good-bye", not, "bye-bye."
25. Let these two words guide your conversations...courtesy and kindness.

Conference Call Instructions from a CF Phone

The following steps can be followed to setup a conference call within Christ Fellowship.

· Select “MORE”
· Select “MEET ME”
· Dial 8201  You are connected.
· Have the other party:
· If outside of CF  call 561.799.7621
· If inside of CF (with a CF extension/phone)  dial 8201
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SAMPLE RESPONSE LETTER

December 16, 2012

SUBJECT: Discussing the Tragedy With Your Children


Dear Parents,

Our hearts are broken for the children and families of Sandy Hook Elementary and the community.  It is overwhelming for all of us.  

Let’s be praying for comfort and peace for the families.  God has promised to be with us in times of great pain and suffering.  "The Lord is close to the brokenhearted,” wrote the Psalmist, “and saves those who are crushed in spirit" (Psalm 34:18).  His presence and peace abides though our words fall short.
When children find out about tragedy, they want to know how it affects them and their families.  Parental guidance and input are crucial.  You know your own children best.

To respect your role as a parent, we will not be discussing the tragedy with the children.  We will be glad to sit down with you and your child if you would like help in discussing the tragedy with your child.
As a parent, you may be wondering how to talk with your child about this tragedy if they hear about it or you decide to discuss it with them.  Here are some strategies to help bolster your child’s sense of security and counterbalance negative emotions.

· Let your children know that you are there for them.  Tell your children that you love them.  Spend time holding them.  Allow them to experience the warmth and security of your touch. 
· Keep them in a routine. Maintain an atmosphere of normalcy, balance, and predictability.  
· Protect your kids from media overload.  Read a book together instead of watching the evening news. 
· Don’t overreact in front of your children.  They will pick up on your emotions and reactions.
· Assure them that you will keep them safe.  Let them know about the safety measures that you have in place because you love them and want them to be safe. 
· Accept your child’s emotions.  Validate his or her feelings.  Enter into them with him or her.  Let him or her know that it’s healthy and normal to feel sad or fearful when bad things happen.  It’s good to be honest about their feelings.  
· Assure your children that trained people are on the job doing everything possible to meet the needs of the victims.  Children find comfort in knowing that someone is in charge and is ministering to those affected.   
· Observe their behavior and moods carefully.  Keep an eye out for any obvious signs of distress, insecurity, and confusion.  A key factor to watch is sleep patterns.
· If they ask why this happened, assure your child that this was not from God.  Jesus came to bring life and life more abundantly.  We live in a broken world where tragedy occurs.
· Pray with your child.  Pray together for the families of the victims, the rescue and medical workers, and civic leaders.
May God’s peace and presence be experienced during this time.



Dale Hudson
Director of Children’s Ministry
early childhood monthly parent connections

Our Early Childhood monthly Parent Connections include a week summary of our monthly series, and includes at home activities geared to help families continue at home conversations started at church.
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Elementary weekly LA4k (Life app for kids)

Our weekly take home paper for our elementary age group is geared towards the kids, teaching them the importance for regular “God Times” at home.  Our hope is that parents will leverage this tool to also continue at home conversations started at church.
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Social Media and Text Message Connections

Our CFKids Ministry offers several ways for parents to stay informed about what’s happening in their child’s weekend classes.  They will also be able to engage in relevant conversations about parenting their child, as well connecting with a community of like-minded people who love God and love kids.

Join our conversations . . .

· Like us on Facebook at CFParents
· Follow us on Instagram @goCFKids
· Sign up for our weekly text message updates at goChristFellowship.com/children/parents/
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[image: ]CHRIST FELLOWSHIP CHURCH
AUTHORIZATION TO USE PHOTOGRAPHS
AND/OR AUDIO-VISUAL


I, ___________________________________________, hereby CHRIST FELLOWSHIP CHURCH to use, reproduce publish photographs and/or video that may pertain to me—including my image, likeness and/or voice without compensation. I understand that this material may be used in various publications, broadcast public service promotions or for other related endeavors.  This material may also appear on Christ Fellowship’s Internet Web Page. This authorization is continuous and may only be withdrawn by my specific rescission of this authorization. Consequently, Christ Fellowship may publish materials, use my name, photograph make reference to me in any manner that the Christ Fellowship deems appropriate in order to promote/publicize ministry and or service opportunities.

I also understand that I am to receive no compensation for this appearance. Christ Fellowship shall have complete ownership of the photographs and/or video elements. I give Christ Fellowship the right to use my name, likeness and biographical material to publicize the program and the services of Christ Fellowship.

Christ Fellowship may:
1. Photograph me and record my voice and likeness for the purpose of the production mentioned above, whether by film, videotape, magnetic tape, digitally or otherwise;
2. Make copies of the photographs and recordings so made;
3. Use my name and likeness for the purposes of education, promotion or advertising of the sale or trading in the photographs, recordings and any copies so made.

I further understand the original photograph and/or video tapes remains the property of the Christ Fellowship and that there will be no restrictions on the number of times that my name and likeness may be used.


Name (please print) ____________________________________ Date: 	
Email 	
Address 	
City______________________________________  State _____  Zip Code 	

Signature:
____________________________________________________  Date 	

____________________________________________________  Date 	
(Parent or Guardian if under 18 years of age)


[image: ]CHRIST FELLOWSHIP CHURCH
VIDEO RELEASE FORM

I authorized the undersigned Producer to make use of my appearance on:

	PROGRAM TITLE: Christ Fellowship Children’s Ministry 	
	PRODUCER’S NAME: Christ Fellowship
	PRODUCER’S PHONE NUMBER: (561) 799-7600

	DATE OF TAPING: 	

I understand that I am to receive no compensation for this appearance. The Producer shall have complete ownership of the program. I give the Producer the right to use my name, likeness and biographical material to publicize the program and the services of the Producer.

The Producer may:
1. Photograph me and record my voice and likeness for the purpose of the production mentioned above, whether by film, videotape, magnetic tape, digitally or otherwise;
2. Make copies of the photographs and recordings so made;
3. Use my name and likeness for the purposes of education, promotion or advertising of the sale or trading in the photographs, recordings and any copies so made.

I further understand the master tape remains the property of the Producer and that there will be no restrictions on the number of times that my name and likeness may be used.

Name (please print) ____________________________________ Date: 	
Email 	
Address 	
City______________________________________  State _____  Zip Code 	

Signature:
____________________________________________________  Date 	
(Parent or Guardian if under 18 years of age)
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Emergency Evacuation Backpack Supply Checklist

	Campus Name:
	Date Completed:

	Person Completing Checklist:
	Area Coordinator:

	Does your evacuation backpack include:

	GENERAL SUPPLIES
	DATE REPLENISHED

	· Small First Aid Kit
	

	· Instant Ice Packs (2)
	

	· Blankets (Mylar or other)
	

	· Tissues
	

	· Whistle
	

	· Flashlight (with Extra Batteries)
	

	· Safety Light Stick
	

	· Wet Wipes or Individual Hand Sanitizer Packets
	

	· Notepad paper and pens
	

	· Scissors
	

	· Bottled Water (enough for kids and volunteers)
	

	· Disposable cups (enough for kids and volunteers)
	

	· Puffs or Goldfish Crackers
	

	· Diapers/Pull-ups and wipes (for age appropriate rooms)
	

	· Age-appropriate play activity
	

	· 2 Walking Ropes (for preschool through Kindergarten – plan for enough handles for all kids in room)
	

	· Printed copy of evacuation routes and consolidation locations
	

	· Yellow or Orange reflective vest to be worn by room leader
	



Every six months to a year: Rotate your food, water, and medical supplies in your daily operations before expiration date.
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CFKIDS VOLUNTEER INTERVIEW GUIDELINE

Note:  Volunteer candidates under 18 years old must have a parent present during the interview.

Volunteer Candidate’s Name: ________________________________ Date 	
Interviewer: 	

Introduction:
· Introduce yourself.
· Explain that the purpose of the interview is to get to know them better and help them find their area of service.
· Pray with the person before beginning the conversation.
· Take notes as you go along.

Opening Questions:
5. How did you find Christ Fellowship and how long have you been attending? 
6. How connected are you at Christ Fellowship?
7. Have you been through Journey classes?
8. What other groups have you been involved with at Christ Fellowship?

Spiritual Journey Questions:
3. Have you accepted Jesus as your personal Lord and Savior?

· If yes, ask them to tell you about their experience.  If their answer indicates they do not understand what this means, look for an opportunity to share the Gospel with them.
· If no, look for an opportunity to share the Gospel with them.

4. How do you strengthen your relationship with Jesus? 

Post interview questions to think about:
· Have they decided to follow Jesus with their life?
· Based on their spiritual maturity, where can this person best serve and be productive?


Family Questions:
4. Tell me about your family.
· Married?  ____
· Single?  ____
· Children?  ____
5. Read this question to them. ***(Only ask to people 18 and older)

“When it comes to relationships, God has called us to follow His plan, reserving a sexual relationship for a legally married man and woman.  Are you living according to God’s plan in this area of your life?”  

· If they answer no...
· Remember you are not there to call them “out” but to call them “up.”
· This is a ministry opportunity.
· Share with them that we have people who are at all stages of their spiritual journey and we accept people wherever they currently are.  
· We do offer opportunities for people to serve that are struggling in this area of their life and we’d like to connect them with someone who can help them get plugged in.   
· That being said, every role in CFKids is considered a key leadership role, since children are younger and so impressionable.
· We do ask that people who serve in CFKids are living by God’s plan in this area.
· (***If they will not be able to serve at this time due to the answers you received, do not ask the placement questions.)

6. Who are your friends and influences? (***Ask this question If they are under 18)

Post interview questions to think about:
· Are they involved in any relationships that would dishonor God and would limit their involvement in CFKids? 
· If yes, how can you help them get connected with someone who can journey with them? 


Emotional State Questions:
·  (If you were notified of a red flag on their background check, this is when you will talk with them about it.)

7. Are there any circumstances, patterns or issues in your life that might make it inappropriate for you to serve with minors or would compromise the integrity of Christ Fellowship? (If yes, please explain.)
8. Have you ever struggled with alcohol, drugs, medication, pornography or other harmful addictions? (If yes, please explain.)

(If yes - How long has it been you were last involved with this?) 

· (They should be free from the addiction for at least 3 years before serving in CFKids.)

9. Have you ever been accused of or charged with any crimes that would disqualify you from serving in CFKids?  Is it still a potential risk? (If yes, please explain.)
10. Have you ever been accused of or charged with abuse, neglect or any other charges against a child? (If yes, please explain.)

· (#4 would forfeit their ability to serve in CFKids.)


11. Is there anything mentally or physically that would prevent you or limit you from fulfilling the responsibilities of your role on the team? (If yes, please explain.)
12. Have you experienced any major life changes in the past year such as a major move, loss of loved one, illness, etc.? (If yes, please explain.)

·  (***If they will not be able to serve at this time due to the answers you received, do not ask the placement questions.  Go to the steps on page 62.)

Post interview questions to think about:
· Is there anything in their past or present that would forfeit their right to serve in CFKids? 
· If there is, then follow the steps referenced on page 62.


Social Media Questions:
4. Do you use social media? 
5. If yes, what media do you use? (Facebook, Instagram, Twitter, Snapchat, etc.)
6. If yes, would there be anything posted that would dishonor God or Christ Fellowship? 

· (Explain that families see our posts and we want to be a good example in this area.)

Placement Questions:
· Remember, the goal is not to place them WHERE YOU NEED THEM.  The goal is to place them WHERE THEY NEED TO BE.  
· This is called their sweet spot.  This is an area and role where they can use the talents and spiritual gifts God has given them.
· When a volunteer finds their sweet spot, they will thrive and serve long-term.
· Your job is to help them discover their sweet spot.
12. How busy is your life currently?
13. How is your home life currently?
14. Have you served in a ministry in the past? (If yes, please explain.)
15. What do you enjoy doing? 
16. What are you hoping to offer the people you serve?

· (Listen for spiritual gifts, personality strengths and life experiences.)

17. Are there any special skills or talents you could bring to the team? (Music, arts, technical, etc.)
18. What would be your dream role at church? 
19. What excites you most about serving?
20. What age of children do you enjoy working with the best?


21. Minimum age requirements for students (if not serving with their parent):
· Nursery: 9th grade
· Preschool:  6th grade
· GK Studios: 6th grade
· Nitro: 9th grade
· Welcome Team: 18+ years old
· Service Coordinator: 21+ years old
22. Which adult/student worship service do you presently attend? 	

Placement Steps
· Look over the age groups and help them find what they are interested in.
· If they are unsure, encourage them to try a few areas before deciding.
· Ask them to let you know if they get into an area or role and then realize it’s not a fit for them.  Let them know you’ll be checking with them in a few weeks to see how it’s going.  You want to help them find their sweet spot.

Area(s) of Interest

· 
		CFKids Ministry Handbook-DRAFT  Page 1 of 253

· Nursery (newborn-2)
· Preschool (3-Kindergarten)
· Preschool Chapel Experience
· Elementary (Grades 1-5)
· Special Needs/Shadow Ministry
· CFKids Information Center / Check-in
· Transition Team (Set up / Tear Down)
· Media
· Worship Team
· Weekday Office Help
· Milestones
· Special Events


Campus ________________________________   Service Time 	

How many times a month can you serve?  ____1   ____2   ____3   ____4

· Give them a copy of the roles in CFKids to look over and take with them.
· Let them know their area coordinator will help them find their specific role once they start serving.

Post interview questions to think about:
· What area(s) do you feel would be a good fit for the person based on your conversation with them?
· What role(s) do you feel would be a good fit for the person based on your conversation with them?




Connecting and Spiritual Growth Questions:
Let them know...
· This is about what we want FOR you rather than what we want FROM you.
· Serving is such a great way to get connected with a small group of people at church.  
· It’s also a catalyst for spiritual growth.  
· We want to be your biggest fan and encourager as you serve.
· Explain pre-service huddle and how it can help them connect relationally and grow spiritually.
 
Can we help you get connected with additional groups or classes?

Conclusion:
· Include any additional questions that are specific to your area.
· Give them any next step information they need to know such as orientation, follow-up conversations, etc. 
· Thank them for wanting to invest their time and talents in your area.
· If they are not going to be able to serve in CFKids Ministry at this time, let them know you will follow-up and get someone from another area to connect with them.
· Pray a blessing over them.

After the interview:
· Notify your campus leader of any new red flags that came up during the interview.
· Notify anyone who will be involved with helping them take their next step (orientation invite, adult ministry follow-up, etc.)

Additional Notes...
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How to request a new Arena Serving Tag

Arena can be used to request a Serving Tag for new serving opportunities OR request a serving tag for an existing role that does not yet have one. Serving Tags play an important part in tracking and managing your serve teams, promoting serving opportunities, and much more. Just remember, Serving Tags go with Serving Opportunities. As you think about new serving opportunities on your team, prepare a brief role description for each one. That description can be used to promote your new opportunity to the CF Family on SERVE Finder and in other creative ways. 

The process is easy. Just take the following steps:
 
1. Email CFKids Core Office to seek approval for the tag you desire to add.
2. Once approval is received, log-in to Arena
3. Click Assignments [Lower left side of your Arena home page.]
4. Click Assignment Entry
5. Click Arena Serving Tag Request
6. Complete the short form, and
7. Click Submit
 
Arena considers this an “Assignment” because you are asking that a new Serving Tag be created for you. There is an approval process involved.  If you have any questions, please don’t hesitate to contact your Campus SERVE Coordinator.
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Creating a New Service Type:

1. Under the plans tab on the top of your screen, click on Create a new service type under the Service Type box in the upper right corner.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.00.30 AM.png]

2. Enter in the name and time of the service you wish to create.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.01.19 AM.png]

3. Uncheck all of the pre-checked default teams. 
*It is easier to create your teams from scratch than edit the default teams.
4. Click Accept

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.01.25 AM.png]


*A New Time box will appear.
5. Enter in the date of the first service you would like to create.
6. Enter the start and end time for the service.
7. In the name box enter the name and time of the service as you entered in before.
8. Click Accept

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.01.43 AM.png]


Creating Your Teams:

1. Under the plans tab on the top of your screen, click on the wheel next to Scheduled People on the left side of your screen.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.01.49 AM.png]

2. Click add new team

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.01.53 AM.png]

3. Enter the name of the team you wish to create.
4. Click Accept

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.02.00 AM.png]

* A new box will appear.
5. Click add position

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.02.03 AM.png]


6. Enter the name of the position you would like to add.
7. Click Accept

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.02.12 AM.png]

8. Continue until you have added all of your teams and positions.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.02.17 AM.png]


Adding Needed Positions:

1. Under the plans tab on the top of your screen, click on needed positions on the left side of your screen.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.24.40 AM.png]

2. Enter in the number you need for each position on your teams.
3. Click Accept

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.25.00 AM.png]

*It will populate all of your teams on the left side of your screen.
Ministry Area Set-Up:

1. CFKids Elementary/GK Studios/Nitro

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 3.25.17 PM.png]
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2. CFKids Early Childhood (All Rooms Open)

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 3.25.47 PM.png]

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 3.25.49 PM.png]


3. CFKids Early Childhood (Combined Rooms)

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 3.26.01 PM.png]

4. CFKids Guest Services

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 3.01.48 PM.png]


5. CFKids Transition Teams (Early Childhood/Elementary) – For Transitional Campuses

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 2.59.01 PM.png]
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Setting Up Automatic Reminders:

1. Click on the service you created under Service Times.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 10.28.29 AM.png]

2. In the drop down menu under Assigned Teams select, 1 day before on Sat for all teams.
3. Check the box Update This Time In Future Plans.
4. Click Accept

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 10.28.39 AM.png]
Creating a Plan Template:

1. Under the plans tab on the top of your screen, on your Children’s Ministry main screen, click Template under the service you have created.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.28.23 AM.png]

2. Click create a new template

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.28.27 AM.png]


3. Enter the name and time of the service as you did before.
4. Click Accept

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.28.40 AM.png]

*It will create a service as it did before.
6. Click needed positions

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.28.56 AM.png]


7. Enter in the number you need for each position on your teams as you did before.
8. Click Accept

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.29.20 AM.png]

*It will populate all of your teams on the left side of your screen.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.29.37 AM.png]


Adding a Plan:

1. Under the plans tab on the top of your screen, on your Children’s Ministry main screen, click add a plan under the service you have created.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.05.56 AM.png]

2. Choose the number of plans you would like to create under quantity.
3. Click Accept

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.06.04 AM.png]
*It will create a plan(s) for the following week on the same day of the week as the template.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.06.24 AM.png]


Adding Series/Lesson Title and Week of Lesson:

1. Under the Click here to add your series title, enter the title of your series/lesson, ex. Super Duper Hero Detector.
*If the series/lesson title and graphic are already entered into Planning Center it will populate it.
2. Under the Click here to add your plan title, add the week of the lesson, ex. Wk 2.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 11.05.50 AM.png]

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.25.35 PM.png]
Adding a Note:

1. Under Notes, click add a note.
	
[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 11.05.55 AM.png]

2. Choose general under Category. 

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.29.15 PM.png]


3. Enter the note in the note box.
4. Click Accept

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.29.23 PM.png]


Adding Plan Attachments:

1. Under Plan Attachments, click add an attachment.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 11.05.55 AM.png]

2. Click in the click here box.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.29.48 PM.png]



3. Choose the files you would like to add to the plan.
4. Click Choose

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.46.10 PM.png]

5. Once the attachments have been successfully uploaded, click Accept. 

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.46.20 PM.png]


Adding Service Attachments:

1. Under the service, click add new next to Attachments.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.53.56 PM.png]

2. Click in the click here box.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.54.05 PM.png]


3. Choose the files you would like to add to the service.
*This is where you can add your Sub List.
4. Click Choose

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.54.19 PM.png]

5. Once the attachments have been successfully uploaded, click Accept. 

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 12.54.24 PM.png]


Creating New People Accounts:

1. Under the people tab on the top of your screen, click add a new person on the right on your screen.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.36.41 AM.png]

2. Enter in the person’s first and last name.
3. Click Create A New Person

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.36.51 AM.png]
*It will automatically populate the person’s first and last name that you entered in the previous screen.
4. Enter the person’s email address.
5. Select Viewer under Permissions.
6. Click Continue

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.37.04 AM.png]

*It will automatically save the person’s account.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.37.14 AM.png]
7. Continue until you have added all of your volunteers.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.37.20 AM.png]


Scheduling Your Volunteers:

* There are two options to schedule your volunteers.
1. To schedule your volunteers multiple weekends at a time, hover over the first weekend you would like to schedule for, click Matrix.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.12.41 PM.png]

2. Select the position you would like to schedule a person for.
 
[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.09.07 PM.png]
3. In the Add box, enter the name of the person you would like to schedule.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.16.44 PM.png]

*Once you enter the person into the schedule it will save their name and the next time you go to select them you just need to check the box next to their name.
4.Click Accept

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.16.47 PM.png]


*There will be an envelope that appears next to the scheduled person’s name. Once you have completed your schedule for all of the weekends click on email these people at the top right of the screen.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.16.52 PM.png]

5. Click Accept

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.26.02 PM.png]


*It will group all of the dates a person is scheduled to serve into one email.
6. Click Accept

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.25.48 PM.png]

OR

1. To schedule your volunteers one weekend at a time, choose the weekend you would like to schedule a person.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.55.38 AM.png]
2.  Select the position you would like to schedule a person for.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.55.48 AM.png]

3. In the Add box, enter the name of the person you would like to schedule.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.56.30 AM.png]


*Once you enter the person into the schedule it saves his/her name and the next time you go to select them you just need to check the box next to their name.
4.Click Accept

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.56.42 AM.png]

*There will be an envelope that appears next to the scheduled person’s name.
6. Choose email on the left side of your screen.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.17.40 PM.png]


7. Click Accept

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.41.03 PM.png]

8. Click Accept

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.41.07 PM.png]


Editing a Scheduled Person:

1. Select the person’s profile you would like to edit.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.48.19 PM.png]

2. This is where you can confirm or decline a scheduled person. Doing this after each weekend service will allow you to keep an up-to-date schedule of your volunteers.
3. Click Accept

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.47.01 PM.png]
Viewing and Printing Your Schedule:

1. Hover over the first weekend you would like to view your schedule for, click Matrix.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.53.26 PM.png]

2. You can open any of the aspects of the plan by clicking the arrows.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.53.41 PM.png]


3. To load a plan, click Load a Plan at the top right of your screen, choose the plan(s) you would like to add.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.55.13 PM.png]

4. To print, select print at the top right of your screen.

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.55.20 PM.png]


5.  Under Select Report, choose Sample – Matrix Report

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.55.29 PM.png]

6. Click Accept

[image: Macintosh HD:Users:heatherj:Desktop:Screen Shot 2015-04-17 at 1.55.32 PM.png]







Appendix K:

Special Needs Information





SPECIAL NEEDS PROTOCOL

We cannot assume in any way shape or form that the child has any type of disabilities. Until a physician formally diagnoses the child and the diagnosis is included when the parent registers the child or the parent/legal guardian informs us anytime thereafter, “Labeling” a child should only come from a doctor and then through a parent or legal guardian to us.

NOTE:  Many children may be disruptive due to family situations, lack of discipline in the home, changes in personal life, etc.  The increasing dysfunction in our homes, the role of substance abuse before, during, and after birth, poor nutrition (among other issues), are going to blur the lines between dysfunctional children and special needs (as a diagnosis).

Until such time that a child is formally diagnosed by a physician and the diagnosis comes to us from the parent when the parent is comfortable with formally registering the child through the special needs ministry, the best course of action for us is to consider that child the same as any other child in our mainstream program which includes any children’s ministries procedures regarding behavior, support and the like.

Our goal is to think through how we might minister to difficult children in the most God honoring and helpful manner while assisting parents in recognizing what their child is doing and helping them identify the issues. They can then determine how, as a family, to respond in a Christ/church centered way.

Unless a child is formally diagnosed as special needs, they should not be a part of the special needs ministry.   One of the “tender spots” for people who work technically with special needs children in public schools, churches, etc. is when problem children are sent to SN programs because the main stream system finds them discomforting or difficult.  

Children’s Ministry will have a team of ministry partners who will work with unsettled children.  Parents will be appraised if their child was disturbing others and that we have ministry partners who will work one-on-one with them.

STEPS TO TAKE

1. When you have a child that is disruptive in the classroom, try to see if one of our Area Coordinators can work with them one-on-one.  If you do not have enough ministry partners, try to get the child to sit and listen. If the child is disrupting the service, such as running up on the stage, bring them into the hallway and talk with them about sitting quietly and listening.  

2. If you cannot get the child to sit and listen, make a note to talk with the parents after the service. 

3. Begin talking with the parent by telling them exactly how their child was having trouble engaging in the worship setting.  Ask the parent if they have any ideas on how we can help their child sit and listen.

4. Week 2, observe the child.  If the child is still not engaging, bring the child into the secured hallway and call their parents from the service.  Explain to the parents how the child was not engaging during the worship service.  Talk with the parents about behaviors that have concerned you.

5. Week 3, observe the child. If the child is still not engaging, bring the child into the secured hallway and call their parents from the service.  Explain to the parents how the child was not engaging during the worship service.  Talk with the parents about behaviors that have concerned you.

6. Ask the parents if they would like their child to be on a waiting list for a ministry partner that will help their child transition smoothly while in CFKids.  Explain that while they are on a waiting list, we may have to call them out of the service to come and get their child, or they can sign up to stay with their child to help them transition.

7. If the parents do not agree with any of the above, give the child’s information to the CFKids Director and a call will be made to the parents during the week to set up an appointment for them to meet with the CFKids Director, the Shadow Ministry Coordinator or Area Coordinator and, if necessary, the Campus Pastor.

Shadow Ministry Program

Volunteers, or “Shadows”, provide one-on-one or small group assistance to kids with special needs during CFKids services. Pre-registration is required.  Application is available online at goChristFellowship.com. Contact the Shadow Ministry Coordinator at your campus for more information.








Appendix M:

Staff Specific Information & Procedures






Overtime and ADP Guidelines

It is vital that each person monitors your hours and stay within your allotted hours. There is a new policy that overtime hours will be deducted from operating budgets so please watch your hours. 

Remember that our pay cycles run from the 8th to the 22nd of the month and those hours are paid on the last day of the month, and the 23rd to the 7th of the month will be paid on the 15th.  Overtime is calculated from Sunday to Saturday so it is possible that overtime in a week can be reflected in the next pay cycle depending on when the 22nd or the 7th occurs. So when you look at the overtime, try to remember those time frames. 

Every hourly position is authorized to work a certain number of hours per “week” rather than per pay period. Working more than the authorized hours per week is considered overtime in that it is in excess of what has been budgeted for the role. Exceptions are granted from time to time based on unforeseen circumstances but need to be approved by supervisors in advance and are to be limited as much as possible. This forces our teams and supervisors to be proactive in stewarding resources, including people, when planning for events to minimize overtime.

If you feel you cannot perform your assigned tasks within the hours you have been allotted please speak with your direct report.
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Appendix M:

Worship Ministry Information





CFKids Worship Team Purpose
The CFKids Worship Team helps create an atmosphere of engaging worship, which leads kids to experience Christ.

CFKids Worship Team Guidelines
1. Kids auditioning for this leadership team must be in 3rd-5th grade. Middle School and High School students may also audition to serve in a team leadership position. All applicants must regularly participate in a worship service at Christ Fellowship.
2. Participants will audition on the set date with required materials. The purpose of the audition is to help discern if the applicant is gifted in this leadership area of ministry and does not guarantee placement on the team. Those applicants who display a willingness to learn and grow but are not quite ready to lead on the stage will be able to participate in rehearsals and, at the director’s discernment, be considered to join the platform team. During this season of growth, they must attend all scheduled rehearsals. All Worship Team participants must audition at the beginning of each season and are not guaranteed a spot on the team.
3. Once selected, CFKids Worship Team members will be enrolled in our online worship system called Planning Center. Team members will be sent scheduling notifications when it is their weekend to serve, and will be expected to lead at the services for which they are scheduled.
4. Mandatory monthly All-Team Rehearsals will be scheduled in advance and usually held on the last Wednesday night of the month. Make-up practices for those who cannot make the Wednesday night practice will be scheduled at the discretion of the campus leader.  Additional rehearsals will be required for special events. 
5. CFKids Worship Team members are making a one-year service commitment. 
6. CFKids Worship Team members are required to learn both the motions AND words to songs and expected to come to weekend services ready to lead. 
7. Parents, not kids, are required to inform the director of scheduling conflicts or absences via email.
8. CFKids Worship Team members are required to wear their team shirts and jeans on their service weekend. (Subject to change.)
The CFKids Worship Team leaders are committed to help team members learn to use their gifts/talents to lead other in worship to God and model servant leadership.



Kids Weekend Guidelines

Kids Weekend is an opportunity to highlight our CFKids Ministry in our adult worship service.  In collaboration with our CF Creative Team, we get to lead a worship experience that is Full of Faith, Family, and Fun.

Our Goals
· Give kids an opportunity to worship Jesus, serve the church, connect with friends, and have lots of FUN!
· Provide our Church with a peek into what is happening in our CFKids Ministry on a weekly basis.
· Demonstrate CFKids heart for worship as our kids lead our church through songs of praise and prayer. 
· Kids Weekends are held 2-3 times per year.
· Kids Weekend Choir is open to all kids in 1st-5th grade.  Student Worship Volunteers are also encouraged to participate.

Kids Choir Sign-up and Practice Requirements
· An Initial service plan including songs, creative elements, and wardrobe will be sent to CFKids Worship Coordinators the week prior to the first Kids Weekend practice.
· Practice times and dates should align as closely as possible to the Core practice schedule. Three practices lasting 1.5 hours will be sufficient time to learn all materials.
· Kids must attend at least two of the three practices to participate in Kids Weekend, unless the CFKids Director approves an exception.
· Practice times and dates are scheduled in collaboration with Core then communicated at the Campus level.
· Video production and creative meetings should begin at least one month prior to Kids Weekend. Videos should have a “global” feel, utilizing kids from multiple campuses when possible. Core CFKids Worship will coordinate between Campuses and Creative for video shoots and rehearsals. Videos should be filmed at least one week prior to Kids Weekend.
· Kids Choir invite cards will be passed out at least three weeks prior to the registration deadline (which is four weeks before each Kids Weekend.)
· Invite cards will be Core produced and will direct to online information and registration via the Christ Fellowship Website.
· Regional Campuses and Community Campuses with permanent facilities will feature a Kids Choir for Kids Weekend.
· Community Campuses that are mobile may work with Core CFKids Worship Coordinator, Campus Pastor, and Worship Pastor to adapt a Kids Weekend plan that fits their campus.
· Regional Campuses may have additional elements (dance teams, soloists, etc.).
· The CFKids Worship Coordinator and Student Worship Team will select special dance teams at their campus.
· Target size for choirs will depend on stage size. The goal is to feel “full.” CFKids Worship Coordinators should work with the Worship Pastors at their campus to determine how many kids can fit on the stage.
· If there are special elements taking place on the stage, CFKids Worship Coordinators will be notified in the initial service plan.
· There should be a high level of emphasis placed on communication with parents. Kids Weekend is a proven pathway to getting families more connected within CF and we want to make sure they have a positive experience.
· Core CFKids Worship will work alongside Core Worship and Creative Media to implement Kids Weekend feel and logistics. All Campuses will align in areas of choir songs, wardrobe, motions, and videos.
· CFKids Worship Coordinators or Elementary Coordinators/Volunteers (where applicable) will be responsible for communication with parents, schedule logistics, and coordinating rehearsals in the Worship Center at their campus.
· Unless communicated on initial service plan, kids will wear Kids Choir t-shirts and jeans. Core Creative will provide any additional wardrobe and/or prop elements.
· Kids Weekend practice videos will include motions and be available online. CFKids Worship Coordinators should encourage kids to practice and set the bar for excellence. Any changes in motions need to be approved by Core CFKids Worship.
· IMPORTANT NOTE:  Parents who wish to volunteer to serve as “extra hands” in the Green Room must complete the CFKids Volunteer Process before being authorized to serve in the room with kids.
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DROPBOX APPENDIX FOLDERS INTRODUCTION & OVERVIEW



Dropbox Appendix Folders will be accessible on the CFKids Dropbox and will contain forms, processes, and other helpful information that is relevant to the function of our CFKids ministry.  These files will be updated periodically and are subject to change by departments outside of CFKids.  Please contact your CFKids Director for CFKids Dropbox access information.

DROPBOX Appendix FolderS CONTENT

DROPBOX Appendix Folder A: Accounting & Budget Processes 
Accounts Payable Approvals & Due Dates
Accounts Payable Process 
AnyBill Approval Routes-CFKids
Anybill Invoice Submission Process 
Capital Funding Request Process
Request for Funding_For Mac Users
Request for Funding

DROPBOX Appendix Folder B: Arena Processes & Manuals
Arena Training Manual (General User) 

DROPBOX Appendix Folder C:  HEALTH & ALLERGIES PROCESS AND FORMS
Food Allergy and EpiPen® Administration Permission Form

DROPBOX Appendix Folder D:  INFORMATION CENTER FORMS
Authorized to Pick-up Permission Form
Guest Badge Guidelines
Guest Badge Log
Missing Tag Form
Re-issue Slip for Lost Tag

DROPBOX Appendix Folder E:  People Resource Policies & Procedures
CF Staff Policies & Procedures (will be updated annually)

DROPBOX Appendix Folder F: Safety & Security Procedures and Forms 
CF Photo-Video Release Form
CF Video Release Form
CFKids Incident Report Form
Emergency Evacuation Backpack Check List
Incident Reporting & Emergency Management Guidelines
Missing Child (Code Adam) Information Form



DROPBOX Appendix Folder G: Service Ministries “What We Do” Documents
Café 242 
Campus Facilities (Custodial & Events) 
CF Films
CFKids Care
Communications
Core Facilities (Maintenance & Projects)
Creative Environments
Information Technology
Restore Coffee Roasters
Security
The Source Bookstore


NOTES:

Core Requests
Monthly teaching posters, parent communication, core events, global communication & all website updates


1. CFKids Core Admin. Assistant


2. CFKids Assoc. Core Director


Core Curriculum Requests
Activity sheets, handouts, other lesson print materials & resources


1. CFKids Core Resource Assistant


2. CFKids Core Resource Coordinator
















Campus Requests
Signs, campus event promo and other non-global needs (in keeping with Core standards); reprints of Core print items


1. CFKids Admin. Assistant at Campus or Supporting Campus*


2. CFKids Director at Campus or Supporting Campus*
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CFKiDS
SERVING OPPORTUNITIES

INFORMATION CENTER

e Welcome Team Volunteer: help welcome and check-in new families
e Welcome Team Leader: lead a team of volunteers

e Safety Team: monitor hallways, safety and security of kids

EARLY CHILDHOOD (newborn to kindergarten)

e Room Greeter: assist kids and families during classroom check-in and check-out
e Table Host: help a table of kids with crafts, activities, etc.

e Table Host Apprentice: assist a Table Host with crafts, activities, etc.

e Room Leader: oversee a classroom

e Room Leader Apprentice: assist the Room Leader with overseeing a classroom

ELEMENTARY (grades 1 to 5)

e Room Greeter: assist kids and families during classroom check-in and check-out

e Circle Host: lead a group of 8 to 10 kids through crafts, acfivities, discussions,
etc. as directed by the facilitator

e Circle Host Apprentice: assist in a group with crafts, activities, discussions, efc.

e Kid Connector: connects kids entering room fo their Circle Host and the kids
around their table

PROGRAMMING

e Media: operate sound, lighting, video, computers, etc. during a service
e Worship Team: assist with children’s worship

e Teaching Team: facilitate the lesson during a service

e Host/Actor: serve as an actor, host or game leader during a service

e Program Team Leader: oversee a programming team during a service

VOLUNTEER LEADERS

e Service Captain: oversee an assigned area including volunteers and flow for a
service hour

e Service Captain Apprentice: assist the Service Captain with overseeing an
assigned area including volunteers and flow for a service hour

)) SERVE

Apply today at goChristfellowship.com/Serve
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I Supports leadership pipeline for future campus

launches. Supervisors of these positions would have
specific responsibility to train and prepare this staff
person to: 1) be ready to help launch assigned
ministry at a new campus; or 2) be ready to step into
the Coordinator of assigned ministry at current

campus. This is a “Timothy” position.
— § §F N 8 N N N B B § |

NOTES:

LIf location of Nursery & Preschool areas are separated
at campus, this position would be assigned Nursery
coordination responsibilities. If not, this position would
serve to assist the EC Coordinator with leading and
scheduling the volunteer team.

2If critical mass justifying need for Nitro is achieved, this
position would be assigned Nitro coordination
responsibilities. If not, this position would serve to
assist the Elementary Coordinator with the primary
responsibility of leading and scheduling the volunteer
team.

3This position is only necessary on the campuses where
Nursery and Preschool classrooms are in separate
locations.
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‘e Personal Invites from )
Staff and Current
Volunteers

¢ Hilite Connection Cards

« S.elect Initiative intake
forms

¢ Event Volunteer follow-

up

* CFKids Team will add
Serving Tag to
prospective volunteer’s
Arena record with an
“Invited to Apply” Status.

¢ CFKids Team will
follow-up with all
“Invited to Apply”
prospects, directing
them to complete the
online volunteer
application.

* Campuses will provide
on-campus computer
access for those who do
not have a way to
access internet.

¢ In the case of no
response: Status will be
changed fo "Inactive" or
"No Response"” after 3-4

\oﬂempts to connect. Y,

(Prospecﬂve volunteer A
submits online applica-
fion.

*SERVE Team will update
Arena status to
“"Application Received”.

*SERVE Team runs
background check and
will update Arena record
to indicate cleared
status. They will then
noftify CFKids Team.

*In the case of un-cleared
background checks, the
SERVE Team will direct
next steps depending on
the situation.

* CFKids Team will
schedule face-to-face
interview.

eVolunteer Interview
Guideline Questions will
be used.

¢ CFKids Team will update
Arena record to
“Interview Completed”

status.

\ J/

(Once potential A

volunteer has been fully
cleared, CFKids Team
will schedule him/her for
Orientation.

* Following Crientation,
CFKids Team will update
Arena record to
"Orientation
Completed” status.

* Area Coordinator will
contact new Volunteer
to determine serving role
and schedule.

* Volunteer will be placed
in serving role with an “In
Training” status.

.
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NEW FAMILY REGISTRATION FORM

Date

Child #1 First Name Last Name

Date of Bith___ /_ / Gender: [ |Boy [ ]Girl
Allergies, Health Concerns or Special Needs?

Nursery: 0-6months |:| 7-9 months |:| 10-12 months D 13-23 months |:|
Pre K: Age?2 |:| Age 3 |:| Age 4 |:| Age 5 |:| Kindergarten |:|

Elementary: Grade 1| | Grade2| | Grade3[ | Grade4 [ | Grade5[ ]

Child #2 First Name Last Name

Date of Bith___ /_ / Gender: [ |Boy [ ]Girl
Allergies, Health Concerns or Special Needs?

Nursery: 0-6months |:| 7-9 months |:| 10-12 months D 13-23 months |:|
Pre K: Age?2 |:| Age 3 |:| Age 4 |:| Age 5 |:| Kindergarten |:|

Elementary: Grade 1| | Grade2| | Grade3[ | Grade4 [ | Grade5[ ]

Name of Adult who brought Child
Your Phone Number

Relationship to Child: Parent Guardian Grandparent Aunt/Uncle  Friend
Mother/Guardian:

First Name Last Name

Date of Birth / / Cell:

Provider (REQUIRED)
Email Address*:
Father/Guardian:

First Name Last Name
Date of Birth / / Cell:

Provider (REQUIRED)
Email Address*:
Child’s Address:

Street Apt #
City Stafe Zip
Child’s Home Phone

*This is our primary means of communication

Visit us on n at www.facebook.com/GKParents
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CFKiDS
AUTHORIZED TO PICK-UP PERMISSION FORM

give permission for

(Parent /Guardian First/Last Name)

to pick up my child,

(First/Last Name of Person Picking Up Child)
from CFKids Ministry at Christ Fellowship,

(Child’s First/Last Name)

. Persons not mentioned on this form do not have permission to pick up my child.

(Date)

Please see CFKids Welcome Team Coordinator if there are any questions or concerns.

(Parent/Guardian signature) (Date)

Parent’s location while child is at CFKids:
Emergency Contact Person: Phone Number:
Off-site Life Group Location:
Life Group Host Name: Phone Number:
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Wellness

Policy

.

Christ Fellowship Church operates under a “Well Child” policy in our
Early Childhood and Elementary ministry areas. As such, we cannot accept
children into our environments who display any of the following symptoms:

* A fever of 100 degrees or higher

* Diarrhea or Vomiting, currently or within the last 24 hours—no matter what the cause is
(medication, teething, etc.)

* Any symptom of childhood diseases such as Scarlet Fever, German Measles, Mumps,
Chicken Pox or Whooping Cough

* Common cold

* Sore throat, constant cough or croup

 Colored mucus (runny nose that is not clear)

¢ Any unexplained rash

* Any skin infection: boils, ringworm, impetigo or any open sores that leak fluid/blood
even if the condition is caused by eczema or other benign skin conditions

* Pinkeye or other eye infections/mucus or redness of the eye

* Any communicable disease

* Lice, including the presence of eggs or nits

This policy applies to children, staff and volunteers, and all must have been free of
symptoms without medication for 24 hours before returning to their ministry environment.

We are a
NUT FREE
ZONE!

Please DO NOT
bring nuts
into this area.
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Wellness

Policy

.

Christ Fellowship Church operates under a “Well Child” policy in our
Early Childhood and Elementary ministry areas. As such, we cannot accept
children into our environments who display any of the following symptoms:

* A fever of 100 degrees or higher

* Diarrhea or Vomiting, currently or within the last 24 hours—no matter what the cause is
(medication, teething, etc.)

* Any symptom of childhood diseases such as Scarlet Fever, German Measles, Mumps,
Chicken Pox or Whooping Cough

* Common cold

* Sore throat, constant cough or croup

 Colored mucus (runny nose that is not clear)

¢ Any unexplained rash

* Any skin infection: boils, ringworm, impetigo or any open sores that leak fluid/blood
even if the condition is caused by eczema or other benign skin conditions

* Pinkeye or other eye infections/mucus or redness of the eye

* Any communicable disease

* Lice, including the presence of eggs or nits

This policy applies to children, staff and volunteers, and all must have been free of
symptoms without medication for 24 hours before returning to their ministry environment.

We are a
NUT FREE
ZONE!

Please DO NOT
bring nuts
into this area.
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Special Note:
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to keep our rooms
looking great!
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Emergency Evacuation Backpack Supply Checklist

Campus Name: Date Completed:

Person Completing Checklist: Area Coordinator:

Does your evacuation backpack include:

DATE REPLE

Small First Aid Kit

Instant Ice Packs (2)

Blankets (Mylar or other)

Tissues

Whistle

Flashlight (with Extra Batteries)

Safety Light Stick

Wet Wipes or Individual Hand Sanitizer Packets

Notepad paper and pens

Scissors

Bottled Water (enough for kids and volunteers)

Disposable cups (enough for kids and volunteers)

Puffs or Goldfish Crackers

Diapers/Pull-ups and wipes (for age appropriate rooms)
Age-appropriate play activity

2 Walking Ropes (for preschool through Kindergarten — plan
for enough handles for all kids in room)

Printed copy of evacuation routes and consolidation
locations

* Yellow or Orange reflective vest to be worn by room leader

Every six months to a year: Rotate your food, water, and medical supplies in your daily operations
before expiration date.
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MISSING CHILD (CODE ADAM) INFORMATION FORM

Child’s Name:
Race Gender Age Height Weight Hair Eyes
(J Boy
) Girl

Clothing Description:

Time Last Seen:

Location Last Seen:

Other Information (medical, etc.)
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CFKIDS
AUTHORIZED TO PICK-UP PERMISSION FORM

1 give permission for
(Parent /Guardian First/Last Name)

to pick up my child,

(First/Last Name of Person Picking Up Child)
from CFKids Ministry at Christ Fellowship,

(Child’s FirstLast Name)

on, . Persons not mentioned on this form do not have permission to pick up my child.
(Date)

Please see CFKids Guest Service Coordinator if there are any questions or concerns.

(Parent/Guardian signature) (Date)

Parent’s location while child is at CFKids:

Emergency Contact Person: Phone Number:
Off-site Life Group Location:

Life Group Host Name: Phone Number:
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Diaper Changing

Policy

All children must have their diaper changed during
their time in the classroom. Volunteers must adhere
to the following procedure when changing diapers:

Preparing to Change a Diaper
* Make sure you have your supplies ready before you begin.

* Wear disposable gloves while changing diapers and use new gloves with each change.
* Place a clean disposable changing pad under each child before changing a diaper.

Changing the Diaper

e Never move away from or turn your back on the changing station while changing a
diaper.

* Have a toy ready for the child to play with.

o Ask for help if the child is too wiggly.

* Place an “I've Been Changed” sticker on the front of the child’s clean diaper.

* Dispose of diaper, gloves, and changing pad in provided trash can.

* Disinfect your hands after changing diapers.

* Disinfect diaper-changing area at the end of each service.

Praying While You Change

Diaper changing time is a great time to do one-on-one ministry with the child. Remember,
diaper changing is no less important spiritually than the lesson, just a little messier at
times! As you bring each child to the changing table, you will pray for them and then
speak life, love, and God's promises over them.





image370.jpg
Diaper Changing

Policy

All children must have their diaper changed during
their time in the classroom. Volunteers must adhere
to the following procedure when changing diapers:

Preparing to Change a Diaper
* Make sure you have your supplies ready before you begin.

* Wear disposable gloves while changing diapers and use new gloves with each change.
* Place a clean disposable changing pad under each child before changing a diaper.

Changing the Diaper

e Never move away from or turn your back on the changing station while changing a
diaper.

* Have a toy ready for the child to play with.

o Ask for help if the child is too wiggly.

* Place an “I've Been Changed” sticker on the front of the child’s clean diaper.

* Dispose of diaper, gloves, and changing pad in provided trash can.

* Disinfect your hands after changing diapers.

* Disinfect diaper-changing area at the end of each service.

Praying While You Change

Diaper changing time is a great time to do one-on-one ministry with the child. Remember,
diaper changing is no less important spiritually than the lesson, just a little messier at
times! As you bring each child to the changing table, you will pray for them and then
speak life, love, and God's promises over them.
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CFKIDS

THE CHECKLIST:

BEFORE, DURING AND
AFTER SERVICE
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APPENDICES

CFKIDS

FORMS, PROCESSES AND
ADDITIONAL HELPS

(These items are subject to change and updating.)
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CONNECT

KIDS DISCIPLESHIP

5 YEARS | 12 KEY TRUTHS ‘60 KEY BIBLE VERSES | 260 BIBLE LESSONS

SALVATION
The Bible is clear
fo say... Jesus is
the only way.

IDENTITY

IN CHRIST
God made me...
and loves me totally.

WORSHIP

This is my story...
worshiping God and
declaring His glory.

GROWING
RELATIONSHIP

WITH JESUS
Jesus is my best
friend... on Him |
can depend.

OBEDIENCE
1 will obey...

and follow God’s way.

GOD’S WORD

The Bible is true...

| can trust it through
and through.

WHAT KIDS LEARN IN CFKIDS ELEMENTARY

PURPOSE

I know and see...
God has a special
plan for me.

RELATIONSHIPS
My relationships will
grow... when love and
respect | show.

SERVING &

GIVING
I will live to give.

WISDOM

Listening to God’s
voice... helps me
make the wise choice.

OUTREACH
1 will go and share...
my faith everywhere.

SPIRITUAL
LEADERSHIP
God can use me...
to impact the world
for eternity.
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CFKiDS
AUTHORIZED TO PICK-UP PERMISSION FORM

give permission for

(Parent /Guardian First/Last Name)

to pick up my child,

(First/Last Name of Person Picking Up Child)
from CFKids Ministry at Christ Fellowship,

(Child’s First/Last Name)
. Persons not mentioned on this form do not have permission to pick up my child.

(Date)

Please see CFKids Welcome Team Coordinator if there are any questions or concerns.

(Parent/Guardian signature) (Date)

Parent’s location while child is at CFKids:
Emergency Contact Person: Phone Number:
Off-site Life Group Location:
Life Group Host Name: Phone Number:

CFKiDS

AUTHORIZED TO PICK-UP PERMISSION FORM

give permission for

(Parent /Guardian First/Last Name)

to pick up my child,

(First/Last Name of Person Picking Up Child)
from CFKids Ministry at Christ Fellowship,

(Child’s First/Last Name)
. Persons not mentioned on this form do not have permission to pick up my child.

(Date)

Please see CFKids Welcome Team Coordinator if there are any questions or concerns.

(Parent/Guardian signature) (Date)

Parent’s location while child is at CFKids:
Emergency Contact Person: Phone Number:
Off-site Life Group Location:
Life Group Host Name: Phone Number:
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QUESTION:

HEY PARENTJ!

Or, should we say: “Ahoy, mateys!” We are so excited that
this month your rreschooler is going to learn that the Bible
is better than gold in our Clubhouse Pirate Adventure.

Preschoolers will discover this amazing treasure—God's

“teachings are worth more to me than thousands of pieces of

gold andsilver,” Psalm 119:72, NCV. As they hunt for Bible

treasures, they will learn that th(ej‘y were wonderfully made, that
t

God loves them all the time, and that they are part of God's
family. They’ll conclude the month with sp{glasses to help them
look for ways to help others. It's going to be exciting for surel

May:3l-June -0 The Bible is better than qold. ¢ Psalm I19:72

OUR JTORY: The teachings in the Bible are better than gold,
especially the one that says Jesus wants to be our friend forever!

HERE’J AN IDEA OF JOMETHING TO DO AT HOME..
Pick a few of your child's favorite storybooks, grab a Bible, and cuddle
up on the couch with your child. Reagl the storybooks together. Talk
about why your child loves these books so much. (Favorite characters,
pictures, parts of stories, etc.) Pull out the Bible and talk about how it
is the most valuable book in the whole wide world because it has
God's words in it.

OUR JTORY: The Bible is better than gold and it teaches us that
we are wonderfully made by God! ;

’
HERE’S AN IDEA OF JOMETHING TO DO AT HOME..
Drive time will look different each time you get in the car this month.
There are many things you can review, so pick the one that works for
you!l * When you see a person walking down the street, point at the
window and say, “Jesus wants to be his friend forever!” * Look in the
rearview mirror each time you get in the car and say, “You are
wonderfully made by God!” * When you pass a church, say,
“Church! We are a part of God’s BIG family! * While running
‘errands, ask your child to look for ways to help others. He can carry
groceries, pick up trash, or hold the door for someone. The Bible
truly is better than gold and it teaches us so many wonderful things!





image52.jpg
June [4+15  The Bible tells me God loves me all the time. 9 Jeremiah:3L:3

OUR JTORY: The Bible is better than gold and it teaches us
that God loves us all the time . . . even when we get in trouble!

HERE’J AN IDEA OF JOMETHING TO DO AT HOME..
Sing the following tune with your child while giving him a bath.
(Sing to the tune of “Farmer in the Dell.”) “God loves me all
the time. God loves me all the time. Even when I get in trouble,
God loves me all the time.”

-y 2=22 0 The Bible-tells me I'm part of God's famly. o Hebrews 10:25

OUR JTORY: The Bible is better than gold and it teaches us
that we are a part of God's family, the church!

HERE’J AN IDEA OF JOMETHING TO DO AT HOME..
Cuddle up with your child and pray. “Dear God, thank You for
giving us family like [name close family members] to love us.
/And thank You for letting us be a part of Your family, the
church. They love us too! Help us to love our family and be
good to them. In Jesus name, amen.”

N

June 28-29'0 The Bible el me 4 fook or ways to help others, ¢ John 13:34-35

OUR JTORY: The Bible is better than gold and it tells me
the right things to do, like look for ways to help others.

'HERE’J AN IDEA OF JOMETHING TO DO AT HOME..
Practice this month’s memory verse (Psalm 119:72) with your
child. Using index cards, write one word of the memory verse
on each card. Then mix up the cards and lay them upside

down in a pile. Have your child draw one card at a time and |
place them faceuE and in order of the verse. Then say the |
verse 2 times with him/her. Play a few more rounds and see if
you can beat your time each round. :

-l
=N

"-_’r\"’%;k:
LET’s CONNECT'

1 f Facebook.com/GKParents $#i

\ Login to watch our monthly Parent Connection videos. &
|

www.goChristFellowship.com

Sign up online to receive updates via text!

= S g
T
PARENT/CHILD DEDICATION

‘ N A chist Fellowship, we encourage parents to dedicate their children ~ Sean here
0 Register

back to God and commit themselves to raising their children in His ways. mzzm
Parent/child dedication is for children age 5 and under. A
Register at www.goChristFellowship.com EH#%%

I\\-\ PN \;/
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CONNECT12 / Special Agent / Week 01

Pead fhe Bible passage above and then fill in the answers
to these questions:

* What was the name of the baby in the story?

*  Who did God use to protect the baby from death?
* Who adopted the baby?

Spend Time with Jesus: Dear God, thank You for the story of Moses and i
for showing me that You have a mission for my life. Please help me to
FaithFfully Follow You as You begin to reveal to me the special
mission You have for my life. In Jesus’ name | pray, Amen.
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THIS MONTH

“Te Lord will fUffll His purpose for 1o -
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Key Verse

UPLOAD:

Live It Out 5
Becoming a special agent begins by saying
“Yes” to God's mission for your Life. Once you've done that, the
next step is to be ready to receive His instructions. Discuss with your
parents 2 things you can do to follow Jesus, so
that He can reveal your mission to you.

1
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Make time each day
to follow Jesus in the ways
that you listed above and listen
for Him to begin to reveal
Your specidl missiol
to you.

Do you remember our key truth
for the month? Fill in the missing words below to help
You remember, and then teach the motions you learned to
your famiy or a friend.

[ and see

What did you learn this week?

What is God saying to you?
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INCIDENT REPORT FORM
‘ F 'Ds If incident involves a minor under the age of 18,
a parent or legal guardian must sign his/her name below.

Date of Incident: Time of Incident: AM/PM
Campus: Building: POD or SOD:
If special event, name of event taking place:

CCTV Camera Name Time Index to

Mark the appropriate box(es)...
Q Staff Injury QA Volunteer Injury W Child Injury Q Other Injury:

U Damage to Property U Security Issue W Other:

Name: Grade: Age:

Address: City: State: Zip:

Phone: ( ) ~ If minor, Name of Parent/ Guardian:

Name: Grade: Age:
Address: City: State: Zip:

Phone: ( ) . If minor, Name of Parent/ Guardian:

LOCATION: d Room U Bathroom Q Office W Hallway O Park
U Parking Lot [ Other Outside Area

Describe Incident in your own words: (include items damaged, cause of injury, or nature of

security issue)

Your Name Position

If injury, was injured person transported to a hospital by paramedics? QYes WNo

> If yes, what hospital, if no, what was resolution?

Name Phone ( ) Staff d Yes O No
Name Phone ( ) Staff d Yes O No
Name Phone ( ) Staff d Yes O No
Dept. Head Name Date Incident Reviewed

Dept. Head Signature Position
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MISSING CHILD (CODE ADAM) INFORMATION FORM

Child’s Name:
Race Gender Age Height Weight Hair Eyes
J Boy
O Girl
Clothing Description:
Time Last Seen:
Location Last Seen:
Other Information (medical, etc.)
MISSING CHILD (CODE ADAM) INFORMATION FORM
Child’s Name:
Race Gender Age Height Weight Hair Eyes
J Boy
O Girl

Clothing Description:

Time Last Seen:

Location Last Seen:

Other Information (medical, etc.)





