


 

Dear Ministry Leader, 

Welcome! This handbook will introduce you to the many opportunities available within our Summit 
Kids ministry. We are thorough with our new leader application process and we work diligently to 
establish guidelines to ensure a safe, secure and loving environment for the children of Summit 
Church.  We have provided this handbook so that you can gain an understanding of our purpose, 
programs, and ministry policies. 

You don’t have to be an expert. – Each member of our team has one thing in common: a passion to see 
children know Christ. If you have come today with a heart to love God and a desire to work with 
children, then you already have the two basic ingredients necessary to become a leader. Whether you 
enjoy holding babies, telling Bible stories, singing songs, playing music, or even assisting with preparing 
curriculum supplies, there is a place for you in our ministry. 

You do not need all the time in the world. – You can successfully minister to children with a minimal 
time commitment. In just an hour and a half each week, you will be able to form relationships with 
children and their parents that will communicate love and value, not only from you, but also from God. 

You are not alone. – You will be supported in your ministry through the our staff and the leadership 
team. In addition, we plan enrichments each year that are designed to encourage, equip, energize, and 
empower you for ministry. We look forward to getting to know you and to ministering alongside of you. 
It will be exciting to watch God at work in and through you as you minister to the children and families 
of Summit Church. 

Serving with you, 
      
The Summit Kids Team  



MISSION & STRATEGY 

Summit Church exists to glorify God by making disciples who represent the gospel to every man, 
woman, and child. 

What is the Mission of Summit Kids? 

Summit Kids exists to glorify God by making disciples who represent the gospel to parents and 
children.  

What is our Ministry Strategy? 

(1) Our Ministry will partner with parents in fulfilling the scriptural training of their children that 
leads to a life in Christ. 

(2) We provide environments, classes, and events that introduce children to Biblical teaching, worship, 
life groups and service. 

(3) We provide an exciting place for teenagers and adults to serve God through loving, teaching, and 
leading children. 

(4) We make it possible for parents to participate in worship. 



EXPECTATIONS OF VOLUNTEERS 

1. Joyful Hearts 
We want our leaders to serve with joyful hearts and a pleasant personality. 

A joyful heart is good medicine, 
    but a crushed spirit dries up the bones.  

Proverbs 17:22 

Smile and treat parents and children with love and respect.  You may be the first impression of Summit 
Church that they receive and we want parents and children to feel welcome and safe in our 
environments.   

2. Remain Faithful 

One who is faithful in a very little is also faithful in much. 
Luke 16:10a 

Arrive EARLY for your ministry opportunity. Get supplies and chairs set out before children arrive. If 
you are part of our welcome team, or serving in a class (as a teacher or assistant), please be in your place 
20 minutes before service time. This is important for the success of our ministry and the other 
ministries of the church. 

If you are unable to fulfill your commitment for any reason, it is very important that you request a 
substitute online and contact our staff immediately. Failure to alert us to your absence could hinder the 
mission of Summit Church and make it more difficult on the rest of the team. 



3. Be a Leader 

Shepherd the flock of God that is among you, exercising oversight, not under compulsion, but willingly, 
as God would have you; not for shameful gain, but eagerly;  not domineering over those in your charge, 

but being examples to the flock.  
1 Peter 5:2-3 

Being a leader requires heart, motivation, skill, honor, integrity, tactfulness, awareness, and lots of 
energy. And because things are more often caught than taught, we must also be good role models for 
the children we serve. This means being consistent in everything we do. It means arriving early to greet 
and staying late to “high five” or hug. It means showing up when you don’t feel like it, and doing what 
you should even when no one is watching. 
  

4. Be a Learner 
Here are a few areas in which we would like to help and encourage you to grow. 

• Growing in your relationship with Christ. 

But grow in the grace and knowledge of our Lord and Savior Jesus Christ.  
To him be the glory both now and to the day of eternity. 

2 Peter 3:18 

• Attending church services, Ignite or Summit Students regularly.  

And let us consider how to stir up one another to love and good works, not neglecting to meet together, as 
is the habit of some, but encouraging one another, and all the more as you see the Day drawing near. 

Hebrews 10:24-25 

• Becoming the leader that God intends for you to be. 
Attend our enrichment opportunities and continue to look for ways to grow as a leader. 



SECURITY POLICIES 

Check-In 
Parents are required to check their children in and receive a name tag for their child and an 
identification sticker for them to hold. First time guests need to register their children at the Guest 
Services Booth. 

Check-Out 
It is extremely important that we are consistent in enforcing our check-out policies in order to provide 
the best security possible for our children. 

• Parents must present their identification sticker to pick up their child. NO CHILD 
should be released without this identification sticker. If a parent does not have a sticker, 
please contact a Summit Kids staff member. The staff member must approve the release 
of a child. 

• Take the parent’s sticker. When you get the child, be sure to look at the child’s name 
tag and match the security number with the parent security sticker.  

Volunteer Check-In and Name Tags 
Volunteers, you must also check-in with a ministry staff member. A name tag will be given to you to 
wear each weekend. You MUST wear this tag while serving. Do not allow anyone in a classroom 
without a volunteer name tag. 

SAFETY POLICIES 

Our Leaders 
The use of adult volunteers (18 and over) is recommended. However, we sometimes find it necessary to 
use students who are in middle or high school. For safety reasons, no middle school or elementary child 
under the age of 13 should be in the Infant Room.  

Volunteers may occasionally have their children in the classroom; however, a staff member must 
approve. 



Student Assistants: Middle School or High School aged students 
• Must never be alone in a room with children (“Rule of Two”). 
• Must serve with another adult leader in the room at all times. 
• Middle School Assistants may not hold or carry children. 
• Student Assistants cannot change diapers. 

Adult Leader: 18 years old and above 
• Must never be alone in a room with children (“Rule of Two”). 
• May serve in any area. 

Snacks 
• Only administer the snacks provided for you in the classroom. 
• Always check the child’s tag for allergies before giving them their snack. 
• All Summit campuses are peanut-free due to life-threatening allergies. 

Diaper Changing Policies & Procedures 
• Only a female leader over 18 may change a diaper. 
• You may only change a diaper in the presence of another leader. 
• NEVER leave a child unattended on the changing table. 
• Only change children on the designated changing tables. 
• Get a clean diaper from the child’s diaper bag. 
• Put gloves on your hands and a liner on the changing table. 
• Place child on changing table and make sure the child’s bottom is on the liner. 
• Change diaper; and discard diaper, liner, and gloves in diaper pail. 
• Disinfect your hands with hand sanitizer. 
• Wipe the changing table with a disinfectant wipe. 

Bathroom Policies 
• A volunteer is NEVER allowed in a bathroom alone with a child. 
• All children must be accompanied to the bathroom by a leader. 
• Volunteers must wait outside of the restroom.  
• Make sure the bathroom is clear of other adults before allowing a child to enter. 
• Assist young children with their clothing in the open doorway before they go into the 

bathroom, but give them the opportunity to do as much of this for themselves as possible. 
Please stand in the doorway with your foot in the door to monitor the needs of the child. 



• If a child needs your assistance, please prop open the bathroom door and ask another 
volunteer to assist you. 

• Due to security and privacy issues, leaders in 3-5 year old classes will not change wet or 
soiled pants. Parents should be called to do this. 

• Volunteers should not assist elementary-aged children with clothing. 

Reporting and Responding to Alleged Child Abuse or Neglect 

By Florida law, anyone who has reasonable cause to believe that a child is being physically abused, 
sexually abused, or neglected is required to report this information. 

• Do not treat any suspicion as frivolous. 
• If you suspect abuse you should call the Florida Child Abuse Hotline (1-800-962-2873).  A 

Summit Kids staff member should also be informed immediately. 
• Cooperate fully with law enforcement officials. 
• All reports of child abuse or neglect shall be held in absolute confidence. No person shall 

communicate any information concerning the alleged event to any person except as 
necessary to cooperate with an official investigation.  

• Any breach of confidentiality by a volunteer shall be cause for immediate dismissal. 

General Safety Reminders 

• Never be alone with a child. 
• A minimum of two volunteers should always be present in any room, except in the event of 

an emergency. 
• Avoid physical contact with children that could in any way be misconstrued as 

inappropriate.  
• Place children in the appropriate room based on their age and development. Please refer to 

the child’s name tag, to assure that the child is placed in the appropriate room. 
• Once you place a child in a room, please do not remove a child from that room or change 

children around from room to room unless absolutely necessary and approved by staff.  
• Because your full attention should remain on the children under your care, cell phone use 

is not allowed in the Summit Kids environments. 



HEALTH POLICIES 

Child Health Policy 
Children who show any visible signs of illness should not be allowed into the classroom. When 
addressing this with parents, assure them that we want their child to come back as soon as they are 
feeling better. If an illness is discovered after a child is in the classroom, remove the child from the room 
and ask a staff member to locate the parents. 

Upon the recommendation of the Committee on Control of Infectious Disease of the American 
Academy of Pediatrics, a child should not be taken from the home when any of the following conditions 
exist: 

• Fever 
• Vomiting or diarrhea (even if it is associated with teething or medication) 
• Common cold from onset through one week 
• Sore throat 
• Croup 
• Any unexplained rash 
• Pink eye or other eye infections (These are highly contagious. The child must be on 

medication for at least 24 hours and not exhibiting any symptoms) 
• Cloudy or green runny nose 
• Persistent cough 
• Any communicable disease 

Additionally, at no time should any leader give any sort of medication to a child.   

If a child should develop an infectious disease after being in one of our classes, please notify the 
church staff immediately. 

Hand Washing or Sanitizing 

The leader’s hands should be washed (or sanitized): 
• Before and after eating or handling food for snack time. 
• Before and after changing diapers. 
• After helping a child in the bathroom. 
• After wiping and blowing noses. 



The children’s hands should be washed (or sanitized): 
• After using the bathroom. 
• After wiping or blowing his or her own nose. 
• Before and after eating. 

Toy Cleaning 

The toys should be cleaned every week before you leave and only after all children have left. 
• Spray all toys with disinfectant  (spray bottles are located in every room). 
• If any toys have visible dirt, please wash them thoroughly to remove the grime before 

spraying them with disinfectant. 
• If any toys have visible mildew or mold, please notify a staff member. These toys will 

need to be removed from the classroom. 
• All classroom surfaces should also be sprayed with the disinfectant. 
• Do not wipe dry. Allow them to air dry. This is what kills the germs. 

Room Cleaning 

Your goal should be to leave your room looking better than when you found it. Work as a team to 
complete cleaning at the end of your class time before leaving your room. This will help us make sure 
that each room is ready for the next service or the next ministry to use the room. 

After the children are gone, please: 

• Pick up any trash in your room. 
• Sweep up crumbs and stack chairs. 
• Use disinfectant spray on all tables, counters, etc. 
• Be sure toys are put away and counters clear. 
• Place dirty laundry from Infant Room into the disinfecting bin.  

Additionally, any spills, potty accidents, etc. must be cleaned up to the best of your ability. 
Please notify a staff member of any spill/accident, and they will make sure that the area is 
properly cleaned and treated. 



EMERGENCY PROCEDURES 

Medical Procedures 

Immediately report any injuries to a staff member. Typically an injury can be treated with a little 
tender loving care, a cool cloth, and a Band-Aid, but we need to be prepared for everything. We keep a 
well-stocked first aid kit that has what you need for most circumstances. 

If it is a minor injury, please treat the child and complete an Incident Report. A staff member will print 
an extra copy so you can give one copy to the parent. Please talk with the parent upon their arrival and 
let them know what happened. 

Keep in mind that you should never dispense any over the counter or prescription medications. In the 
event that a child needs more attention than we can provide, the parent will be notified. 

Serious injuries involving broken bones, convulsions, fainting, unconsciousness, or other serious bodily 
injury should be treated as follows: 

• Keep calm and keep children and the injured person as calm as possible. Speak 
assuringly to the child. 

• Do not move the injured child and do not leave them alone. 
• Send a fellow leader to find a staff member. 
• The staff member will call 911. 
• The staff member will then contact the parent and advise 

them of the child’s situation. 
• If the child is to be transported to the hospital and the parent cannot be 

located in time, the staff member will accompany the child to the hospital. 
• The staff member will follow up with the parent as needed. 
• Immediately following the emergency, all volunteers and staff members 

involved in the emergency should write out a report of what happened. 



When to Page Parents 

Reasons for a staff member or designated person to page a parent: 
• If the child becomes ill 
• If the child has been injured 
• If the child has been crying for more than 10 minutes 

If a child is crying or excessively fussy, try the following things before paging the parent: 
• Pray for the child 
• Check the child’s tag for special instructions or comfort clues 
• Check the child’s diaper bag for a pacifier or comfort item 
• Try to distract the child through play 
• Talk softly or sing while rocking or walking 
• Change the diaper if necessary 
• Try feeding the child a bottle (infants) or a snack (toddlers) 
• Ask another leader to try to calm the child 
• After 10 minutes, page the parent 
• Do not leave the room with the child 

Disciplinary Issues 

We will use love and kindness when dealing with disciplinary issues within classrooms. Here are 
some tips: 

• Redirection – In most cases, you can positively redirect a child’s attention to another 
activity or behavior. 

• Positive Reinforcement – Children love to be rewarded. It is important to consistently 
reinforce positive behavior with smiles, encouraging words, and from time to time, 
stickers or other rewards. 

• Pray with the child 
• If you’ve tried the above measures and they are ineffective, please contact a staff 

member.  
•  In cases of biting or when a child harms another child, please contact a staff member or 

designated person immediately. 



COVENANT 

Summit Church requires that everyone serving with children sign a covenant, acknowledging that they 
understand and agree to abide by the policies and procedures that Summit Church has put in place to 
keep its children safe. 

Please read this handbook thoroughly and then sign the covenant that is attached to the volunteer 
application. Return the completed application to your ministry leader or a member of the Summit Kids 
staff. 

Sign and date below, and retain this as part of your handbook for your own records. 

I, ___________________________________, have read and signed the covenant for 

Summit Church on  _________________. 
                                                            Date 


