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I. Introduction 
 
 Welcome to the Nursery of First Reformed Presbyterian Church (FRPC). It is the Church’s 
desire that every effort is made to promote a healthy, safe, and loving environment for all of the 
children while staying at FRPC. Our Nursery Policies are stated for the purpose of promoting 
unity and understanding between parents and Nursery staff. Thank you for the privilege of 
caring for your children!  
 
This handbook contains all policies, procedures, mission statements, contacts, and other 
information that pertains to Nursery Ministry. It is for every family that has nursery age children 
as well as staff and volunteers. 
 
This handbook is divided into two sections: namely Nursery Parents and Nursery Staff. In order 
to foster unity and understanding, it would be helpful for parents and staff to read both sections. 
Finally, if you have any comments or suggestions about the Nursery Ministry, please contact 
one of the Nursery Coordinators listed on the front page of this handbook. We welcome your 
input.  
 

A. Mission and Objectives  
 

The Nursery is truly a vital ministry of the church as it helps set a pattern in families of 
regular church attendance, fosters in children a love of coming into God’s house, and 
provides an opportunity to model the servant love of Jesus Christ. The Nursery Ministry 
seeks to equip and encourage the Nursery staff in their ministry to the parents and children 
of FRPC, and to provide safe, clean, and loving environment for children. 

II. Information for Nursery Parents 
 

A. Facilities 
 

A nursery room for infants (Infant Nursery) and a nursery room for toddlers (Toddler 
Nursery) are located in the lower level of the Church in the Reformation Hall wing. A 
Mother‘s Room, equipped with chairs, a changing table, and audio feed, is located in the 
Narthex. The restroom for nursery age children is located inside the Infant Nursery. 

B. Staff/Availability 
 
The nurseries are staffed by approved adult members of FRPC, paid adult staff, and 
youth of FRPC (see Staff Requirements). The nurseries shall be staffed according to the 
following schedule: 

 
 Adult 

Volunteers 
Teen 

Volunteers 
Paid  
Staff 

Sunday School* 2 0 0 

AM Worship 2 1 0 

PM Worship* 2 0 1 

Special Services TBD TBD TBD 
* Infant and Toddler Nurseries are combined. 
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C. Ages Requirements for Children  
 
Children left in the Infant Nursery shall be ages 8 weeks to 2 years old. Children left in 
the Toddler Nursery shall be ages 2 to 4 years old. A two month grace period is provided 
to assist parents with transitioning children from Infant to Toddler Nursery and from 
Toddler Nursery into regular worship. 

 

D. Enrollment  
 

A Nursery Welcome Packet containing information about the Nursery and instructions for 
enrollment is maintained by the Nursery Coordinators. A copy of the welcome packet will 
be mailed to existing FRPC members upon birth of a child and to new FRPC members 
with nursery-age children. Parents may request a welcome packet by contacting one of 
the Nursery Coordinators listed on the cover page. 

1. Child Information Sheet 
 

The purpose of the Child Information Sheet is to ensure the Nursery Staff have the 
information necessary to effectively care of your child. A parent shall complete a 
Child Information Sheet for each child enrolled in the Nursery, and return it to a 
Nursery Coordinator before the child first attends. Child information includes the 
child’s name and age, parents’ names and contact information, and any health or 
behavioral information (allergies, chronic illnesses, disabilities, and developmental 
considerations) the parents feel is pertinent for the nursery staff to know (see 
Appendix A for example). Child Information Sheets will be kept on file in the Nursery. 
If any changes to the information sheet are needed, please provide an updated copy 
to one of the Nursery Coordinators.  

 

2. Diaper Bag Tags 
 

Diaper Bag Tags are used to distinguish your child’s diaper bags for the benefit of 
the Nursery workers. An FRPC Diaper Bag Tag should be attached to the child’s 
diaper bag when he/she comes to the nursery. Tags will be provided in the Nursery 
Welcome Packet, and spare tags are available at the Nursery sign-in station. 

E. Recommended Diaper Bag Contents 
 

Please be sure to include the following items in the diaper bag for each child being 
dropped off at the Nursery: 

 Diapers and wipes 
 Spill-proof sippy cup or bottle labelled with your child’s name 
 A change of clothes 
 For infants: A favorite item to help soothe when upset 

F. Check-In Procedure 
 

All children are to be signed in by the parent dropping them off each time they arrive at 
the Nursery. Please be sure to: 

 Attach a diaper bag tag to the diaper bag for each child being dropped off in 
the Nursery.  

 Sign your child in using the sign-in sheet at the Nursery sign-in station.  
 Pass your child and diaper bag to a nursery worker at the sign-in station. 
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 Communicate any special instructions or considerations to the nursery 
worker. 

 Ensure that your cell phone is on and set to vibrate in case a Nursery worker 
needs to contact you during the service. 

 Enjoy Sunday School and/or worship  
 

Note that nursery staff is directed to keep any sensitive information confidential.  

G. Check-Out Procedure 
 

Parents should promptly pick up the child after the service to allow time for the nursery 
workers to straighten up the nurseries. Please be sure to: 

 Report to the sign-in station and notify a Nursery worker of which child you 
are picking up. The nursery worker will verify that the person picking up the 
child is the child’s parent or caregiver before returning the child to the 
parent/caregiver. 

 Sign your child out of the nursery by completing the sign-in sheet at the 
Nursery sign-in station. 

 

H. Wellness Policy 
 

In order to provide a safe, healthy environment for all our children, we ask that parents 
keep their baby or toddler with them anytime he or she exhibits any of the following 
symptoms:  

 Fever of 100°F or above within the previous twenty-four hours 
 Vomiting and/or diarrhea within the previous twenty-four hours 
 Any symptom of childhood diseases such as scarlet fever, measles, mumps, 

chicken pox or whooping cough 
 Any unexplained rash 
 Any skin infection 
 Pink eye and other eye infections 
 Head lice (children should be free of all nits) 
 Severe or persistent cough 
 Runny nose with any colored discharge OR persistent runny nose with 

additional viral symptoms (e.g. cough, sore throat, atypical irritability) 
 If a child is being treated with antibiotics, he/she should be on the drug for at 

least twenty-four hours before coming back to the Nursery.  
 

To prevent accidental overdoses or other problems, Nursery workers are not permitted 
under any circumstance to administer medication. A child that becomes visibly ill during 
their time in the Nursery will immediately be texted for parental care and removal from 
the Nursery.  

 
 

 

I. Potty Training 
 

The Nursery is very willing to help cooperate with the parents when they are potty 
training their child. We ask, however, that parents of children that are being potty trained 
must (1) provide a complete change of clothes for the child in their diaper bag, (2) 
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communicate to the Nursery attendant that their child is potty training, and (3) be willing 
to return to the room to help the child use the bathroom (if necessary).  

 

J. Behavior and Discipline 
 

When a behavior problem occurs, the youngest child will be redirected to a more 
appropriate activity. Older children (Toddler 2 and up) will be told that their behavior is 
inappropriate, have the correct behavior modeled for them and then may be asked to 
apologize to another child if the circumstance calls for reconciliation. If your child is 
struggling with a certain behavior, please communicate this information to the Nursery 
worker so they can help monitor the situation.  

 

K. Promotion 
 

On the child‘s second birthday he/she can be moved to the Toddler Nursery. On the 
child’s 4th birthday he/she shall be moved from the Nursery program into the regular 
worship service. However, if a parent needs a few weeks to transition the child they are 
welcome to take the extra time as long as it does not exceed two months.  

III. Information for Nursery Workers 
 

A. Ministry Details for Nursery Workers 
 

Nursery workers serve as the helping hands of the nursery by playing with children and 
providing snacks, while providing a safe, clean, loving environment as parents attend 
worship. 

 

B. Age Requirement & Qualifications for Volunteers/Staff 
 

Adult Volunteers/Staff must be at least 18 years or older to work in Nursery. Youth, ages 
11 and older, may work in the nursery as a set of helping hands to entertain the children 
and assist the Adult Nursery Workers. All workers must pass state clearances prior to 
working in the Nursery. Copies of Nursery Worker clearances are kept on file in the 
office. 

 

C. Snacks 
 

Children will be allowed to bring water or juice in a spill-proof cup or bottle to the 
Nursery. The nursery has snacks (cheerios, pretzels, animal crackers and/or goldfish) on 
hand for the children. For the sake of those with allergies please refrain from packing 
snacks for your child. In order to avoid allergic reactions or the spread of any illness, 
children will not be permitted to share their snacks. Hand washing or use of hand 
sanitizer are encouraged both before and after snacks.  
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D. Accidents 
 

If a serious injury occurs, an Accident Report Form needs to be filled out by the 
attending Nursery worker and given to the Nursery Coordinator. A First Aid kit is located 
in the Nursery behind the diaper changing station. 

 

E. Ensuring Nursery Worker Coverage 
 

Nursery Workers are responsible for finding their own substitutes. Please refer to the 
scheduling calendar (emailed and posted outside of the Infant Nursery) to find a 
substitute. It is advisable to begin looking for a substitute as far ahead as possible. The 
scheduling calendar is distributed to nursery staff/volunteers. When finding a substitute 
please substitute with age appropriateness (i.e., an Adult with an Adult and a Youth with 
a Youth). A notification of absence and the substitute name should be given to a Nursery 
Coordinator as well as the FRPC office.  

 

F. When a Child Is Sick 
 

If a child seems or becomes sick, do not hesitate to inform the parents of the child via 
text to come and take or evaluate the child.  

 

G. Child Check-In  
 

Nursery Staff/volunteers are to arrive 15 minutes prior to the beginning of the service. 
 
As the children check in, parents are to sign in on the sign-in sheet and may give verbal 
instructions. Be sure to keep any sensitive information provided by the parents 
confidential. Confirm that each child’s diaper bag has a completed diaper bag tag 
attached.  
 
All Nursery Workers should wear a name tag (tags are available in the Nursery check-in 
station). Refer to Section II.F for additional details. 

 

H. Child Check-Out  
 

Parents must sign their child out to be released to their care. Ensure that the person 
picking up the child is the child’s parent or caregiver before releasing the child from the 
Nursery. Ensure that each child is checked-out of the Nursery on the sign-in sheet. 

 

I. Nursery Cleanup 
 

After all children have been checked out of the Nursery, begin cleaning the Nursery and 
returning toys to their designated locations. Wipe down all used toys with disinfectant 
wipes and vacuum the floor. Please leave the completed sign-in sheets in the nursery 
binder at the check-in station. 
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J. Supplies 
 

The nurseries should be adequately supplied with all items needed for Nursery use 
(snacks, spare diapers, wipes, cleaning wipes, etc.). If a supply is missing or low, please 
notify a Nursery Coordinator.  

 

K. Interacting with the Children 
 

All workers are expected to show love, understanding, and acceptance for all the 
children. Nursery workers are encouraged to stoop, squat, hold, sit on a child-sized chair 
or sit on the floor with the child when working in the nursery. Being on their eye level 
helps get and maintain their attention. Please do not take a child outside of the nursery 
area unless absolutely necessary.  

 

L. Diaper Changing 
 

Before the parents pick up the child, ensure that the child’s diaper has been changed if 
necessary. Diapers are to be changed at the changing tables. Dirty diapers are to be 
placed inside a sealed Ziploc bag and placed into the trash can next to the changing 
table. Disinfect the changing pad with cleaner. Hands are to be washed after changing 
each diaper. Extra diapers are in the crib room cabinet sorted according to size.  

 

M. Discipline 
 

When a behavior problem occurs, the youngest child will be redirected to a more 
appropriate activity. Older children (Toddler 2 and up) will be told that their behavior is 
inappropriate, have the correct behavior modeled for them, and then may be asked to 
apologize to another child if the circumstance calls for reconciliation.  

 

N. Nursery Toy and Equipment Maintenance 
 

Upon each trimester of motherly cleaning duties (see below #8), the mothers will 
evaluate toys for age-appropriateness, quality, and ease of cleaning. Toys that do not 
meet these criteria will be removed or replaced. If you find a broken toy, please notify a 
Nursery Coordinator immediately. 
At the end of Nursery session, turn off all toys and equipment that run on batteries. 
Notify a Nursery Coordinator if any toys or equipment are in need of new batteries. 

 

O. Controlling Communicable Diseases 
 

Everyone is potentially infectious, and following proper precautionary procedures 
provides protection for the Nursery Workers and the children. Hand washing is the most 
important preventative measure as well as cleaning and disinfecting soiled items. The 
following guidelines are provided: 
 

 Diapers shall be changed on the changing pad which is disinfected after each 
use. 

 Strict hand washing is of utmost importance in the prevention of the spread of 
infection. 
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o Caregivers shall wash their hands upon arrival and after each diaper 
change, after accompanying a child to the restroom, after assisting a child 
to wipe his/her nose, after contact with blood (e.g. a cut or bloody nose), 
after personally using the restroom, and after contact with his/her own 
nasal secretions. 

o Caregivers should make sure that a child’s hands are washed after using 
the restroom and after use with tissues for wiping eyes or nose. 

 A disinfectant shall be used for wiping up all spills; soiling by blood, urine, or 
feces; cleaning of diaper changing tables; cleaning of play equipment and 
toys; and cleaning of all equipment used by children. 

 When an infant or toddler is seen to put an object into his/her mouth, this 
object shall be cleaned with a disinfectant before returning to the “clean toy” 
area. 

 Extreme precautions shall be taken with the handling of blood, urine, and 
feces. 

 All diapers and trash contaminated with spills of blood, urine, and feces shall 
be placed in the diaper pail. 

 The Nursery will be thoroughly cleaned three times a year by using a rotation 
of the volunteers on a regular basis. These months will be January, May and 
September. 

 
 

Psalm 127:3 "Behold, children are a heritage from the Lord, the fruit of the womb a reward."



Appendix A: Child Information Sheet: 

 


