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Welcome to our Kids Ministry Team! Thank you for taking the step to 

start serving within the Kids Ministry of firstChristian. We cannot wait to 

connect you with a group of kids. Before you start, make sure you read 
through this volunteer handbook. It will have everything you need to 

know as you join our ministry, and it is a great place to reference if you 

forget something.  

 

Our Kids Ministry strives to combine the critical influences of the church 

and home to incite wonder, provoke discovery and fuel passion in the 

hearts of kids toward the love of Jesus. We believe Kids Ministry should 
be fun, creative, powerful and life-changing all at the same time. We 

want our lessons and discussions to be relevant, Biblical, engaging and 

experiential, and also emphasizes a relationship with God and with 

others. 

 

Thank you for your commitment to serve in our Kids Ministry! There are 

a few things we wanted you to know about serving with kids and this 
handbook will cover all of that.  

 

 

This isn’t childcare—it’s building a foundation to a life-long faith. Thank 

you for being a part of this team! 

 

 

 

Kristi Carmichael,     Courtney Jackson, 

Kids Minister     Preschool Coordinator 

kristi@fcnorfolk.org    courtney@fcnorfolk.org 

402-316-0277    402-922-2719 
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INTRODUCTION 

First, as a volunteer in this ministry, you are in a leadership position, and 

the kids here will watch what you say and do closely. We think that is 
great! You should be a role model for the next generation. And as a role 

model, your lifestyle is important to us. Here are a few things to keep in 

mind. 

 

COMMITMENT TO MINISTRY 

When you filled out your volunteer application, you agreed to commit to 

these things. This is just a reminder of that commitment: 

• Support and promote the faith and beliefs taught by firstChristian. 

• Support the elders, pastors and ministry leaders of firstChristian. 

• Participate in church services and activities on a regular basis. 

• Conduct yourself in a manner that will bring glory to God and lead 

by example in and outside the church. 

• Be responsible, positive and dependable. 

• Prepare for your responsibilities and arrive 15-30 minutes before 

start time, depending on ministry needs. 

• Attend all huddles, meetings and trainings in my area of ministry. 

 

SOCIAL BEHAVIOR 

The kids (and/or parents of kids) will interact with you outside of 

church. They will be excited to see you. They will expect your character 
to be the same in church as it is on the soccer field. Are you loving God 

and loving others outside of church? 

 

If you use social media, parents and kids may follow your feed. We 

think social media can be a great way to connect outside of Sunday! 

However, they will also be able to see everything you post publically. 

Please leverage your social media in a positive way. Please be mindful 
of the language used and the images shared.   



 

We believe. . . Two combined influences make a greater impact than just 

two individual influences.  

 
In Kids Ministry, you will hear us talk a lot about “Thinking Orange”. We 

focus on the idea of the heart of the home (red) combined with the light 

of the church (yellow) to create a greater influence (orange). Orange 

combines the two primary influences which impact a kid’s life.   

 

You get to be a part of this formula.  As you lead kids and partner with 

their parents, you connect kids to a better story for their lives and make 
the greatest impact possible on their faith.  So, let’s “Think Orange” 

together: two combined influences with one end in mind.  

 

 

 

 

 
 

 

 

 

 

 

 
 

 

Church + Home = Greater Impact 
Light of the Church (yellow) + Heart of the Home (red) = Orange 



 

Imagine if a child never went a day without knowing  their heavenly 

father loved them. #Lifechanging. Our hope for every kid in our ministry 

is that they know God loves them and wants to be their friend forever. 
 

Our preschool classes help give kids a first impression of their loving 

heavenly Father and the wonder of His love. Our classes meet  

preschoolers where they are cognitively, spiritually, physically, 

emotionally and socially. We want to keep it simple and fun, repeating 

one basic truth about God all month long. Through age appropriate 

activities, preschoolers are building their spiritual foundation so they 
know these three basic truths. 

GOD 
MADE ME 

GOD 
LOVES ME 

JESUS 
WANTS 

TO BE MY 
FRIEND 

FOREVER 

PRESCHOOL 
By the time a child is five years old, we want them to know: 

“You created the deepest parts of my being. You put me together inside my 

mother’s body. How you made me is amazing and wonderful. I praise you for 

that. What you have done is wonderful. I know that very well. “ Psalm 139:13-14 

“I am absolutely sure that not even death or life can separate us from God’s 

love. . . Nothing at all can ever separate us from God’s love. That’s because of 

what Christ Jesus our Lord has done. “ Romans 8:38-39 

“God so loved the world that he gave his one and only Son. Anyone who be-

lieves in him will not die but will have eternal life. “ John 3:16 



 

Elementary students naturally think like scientists. They are eager to 

learn and discover how things work through observation and connection 

to everyday experience. They want to know, “How does this affect me?” 
 

Our K4 environment is created especially for elementary students to 

discover a living Savior. We believe the Bible should never be boring, 

worship can be really loud and good leaders always care.  K4 Sunday 

mornings are also created around the way kids are naturally wired to 

discover. The focus is large group worship experience and teaching 

combined with impactful small group time. We want kids to discover 
how God’s Word fits into their lives, to learn how to talk to Him and to 

build relationships that will last.  

 

We use a curriculum that comes from 252 Kids. Luke 2:52 says, “Jesus 

grew in wisdom and stature, and in favor with God and men.” We want 

every kid to know and understand these three basic, but powerful truths 

modeled by Jesus. All K4 lessons focus on at least one of the three basic 
concept areas from this verse to help kids grow in wisdom, faith and 

friendship.  

ELEMEN-

I NEED TO 
MAKE 

THE WISE 
CHOICE 

I CAN 
TRUST 

GOD NO 
MATTER 
WHAT 

I SHOULD 
TREAT 

OTHERS 
THE WAY 
I WANT 
TO BE 

TREATED 

Before kids head off to Middle School, we want these 3 things to stick: 

#wisdom     #faith     #friendship 



 

The preteen phase is an amazing time in a child’s life. Their brain is 

working in overdrive as they begin connecting pieces of information so 

they work together. They begin thinking critically about themselves and 
others. We want to help them put God’s Big story together so they can 

understand who God is and how hard He worked to bring us back into a 

loving relationship with Him.  Our preteen class engages students with 

the timeless truths of Scripture with a 2-year study through the Old and 

New Testament.  

PRETEEN 

SEES GOD 
FOR WHO 

HE IS 

SEES 
THEM-
SELVES 

THE WAY 
GOD SEES 

THEM 

LOVES 
OTHERS 
THE WAY 

GOD 
DOES 

We want every student to experience God in such a way that he or she: 

CONTEXT 
 

Bible verse + Text Before 

+ Text Behind 
 

x Big Picture Story of the 
Bible 

 

- Your Worldview 
 

= 

READ IN CONTEXT 

FAITH 
 

GOD is who He says           
He is. 

 

GOD can do what He 
says He can do. 

 

I am who GOD says               
I am. 

 

I BELIEVE GOD 

RESPECT 
 

The Speaker 

 

Others 

 

Yourself 

 

LISTEN | ASK | LEARN 

We encourage every student to focus on these 3 elements: 



 

Growing in faith takes time and effort. We have highlighted four faith 

skills to help kids grow in their relationship with God and reflect how 

kids and families talk about faith. 

Listen to God’s Words 
When we read the Bible and listen to 

what God has to tell us through His Word, 

we learn we can trust God no matter 

what. 

Articulate Your Faith 
When we talk about our faith, we learn 

more about God and can tell others about 

Jesus. 

Dialogue with God 
Through prayer we connect with God.  

We show gratitude, say we’re sorry and 

express our feelings to God. 

Worship With Your Life 
Worshipping God is more than just 

singing songs. Worship is about living life 

in a way that honors God. 



 

PHASE = A timeline in a kid’s life 

when you can leverage 

distinctive opportunities  

to influence their future. 

“Faith Through the Phases”  Published by Orange ©2016 The reThink Group 

If you have been in ministry for more than a few months, then you probably 

understand something: kids change. And they change fast. They are only 

preschoolers for a moment. They are only in elementary school for a season. 

They are only middle schoolers or high schoolers for a handful of years and 

then—well, pretty soon they have moved on to whatever comes next. 

 

As church leaders, we understand the time we have to influence a kid in our 

ministry is limited. So how do we make the most of our time with kids during 

the crucial years of childhood and adolescence? And how do we help parents 

and small group leaders do the same? Well, we have an answer that sounds 

pretty simple, but is not necessarily easy: If we want kids and teenagers to 

know God, then we need to know kids and teenagers. 

 

So which phase is the best and most important phase? Well, it depends on 

who you ask. The truth is, we could all argue amongst ourselves about which is 

the best or the most important phase in a child’s life. Of course we think our 

favorite phase is the best and most important phase. But we also need to 

remember that . . . well, it’s not. Every phase matters. Every phase is uniquely 

important for a kid’s future and faith. 

 

In the preschool phase, we are laying a foundation that is essential to helping 

them understand God’s love. 

 

In the elementary phase, we have the opportunity to inspire kids with stories 

that reveal God’s love and character. 

 

In the preteen phase, we help kids take ownership over their faith in new ways 

for the very first time. 



PRESCHOOL 
They think like artists, blend reality with imagination 

and learn through participation. Mildly aware of 
everything around them and take it all in. Movement, 

music and art are critical for learning in this phase. 

RELATIONAL QUESTIONS 

Am I safe?  
Am I able?  

Am I okay? 

EMBRACE NEEDS 

Establish trust. 
Develop confidence. 

Cultivate self-control. 

ELEMENTARY 
They think like scientists, are eager to learn and 

discover how things work through observation and 
connection to everyday experience.  Repetition and 

clear application are important in this phase. 

RELATIONAL QUESTIONS 

Do I have your attention? 
Do I have what it takes? 

Do I have friends? 

ENGAGE INTERESTS 

Improve abilities. 
Broaden competence. 

Develop friendships. 

PRETEEN 
They think like engineers by connecting concepts so 

they work together and think critically about 
themselves and others.  They love connecting pieces 

of information. Puzzles come in handy in this phase. 

RELATIONAL QUESTIONS 

Who do I like? 
Who likes me? 

Who am I? 

AFFIRM PERSONAL JOURNEY 

Gain stability. 
Affirm who they are. 

Discover uniqueness. 



 

THE JOB DESCRIPTIONS OF A 

Reports to the Kids Minister 

• You love God. 

• You care about kids. 

• You are committed to 

delivering a message to kids 

in a way that is engaging, 

inspiring and age-appropriate, 

under the direction of the 

Kids Minister 

• You completed and passed 

the application and 

background check. 

• You are 16 years of age or 

serving along side a parent. 

QUALIFICATIONS: 

Be reliable 

• Commit to a regular schedule. 

• Communicate with the Kids 

Minister in advance if you 

plan to miss a scheduled time. 

• Submit any supply and 

technical needs ahead of 

time. 

 
Come prepared 

• Know what you will say and 

how you will say it. 

• Follow the script, big ideas 

and bottom lines provided by 

the Kids Minister. 

 

Give your all 

• Show up on time. 

• Communicate in a way that 

sets up small groups for 

success. 

• Attend volunteer huddles. 

• Attend appropriate training 

events and meetings. 

RESPONSIBILITIES: 

ACCOUNTABILITY: 

As a Bible storyteller, you position the message to set up small groups 

to win. You win when you present the Bible story in a creative and 

interactive way that becomes a springboard for dynamic and 

meaningful conversation during group. 

THE WIN FOR BIBLE STORYTELLER: 



 

THE JOB DESCRIPTIONS OF A 

Reports to the Kids Minister 

• You love God. 

• You care about kids. 

• You are committed to creating 

a first impression that is 

welcoming and friendly for 

families. 

• You are comfortable working 

with computer applications. 

• You completed and passed 

the application and 

background check. 

• You are 12 years of age or 

serving along side a parent. 

QUALIFICATIONS: 

Be reliable 

• Commit to a regular schedule. 

• Communicate with the Kids 

Minister in advance if you 

plan to miss a scheduled time. 
 

Come prepared 

• Come well-rested. We need 

your best energy and smile! 
 

Give your all 

• Treat every family like they 

are the most important guest. 

• Make sure every kid receives 

a nametag. 

• Make the check-in process as 

easy as possible. 

• Look for families having 

difficulties checking in their 
child or knowing where to go. 

• Keep equipment running 

smoothly. 

• Give visitors and first-time 

guests the VIP treatment. 

• Attend volunteer huddles. 

• Attend appropriate training 

events and meetings. 

RESPONSIBILITIES: 

ACCOUNTABILITY: 

As a check-in assistant, we need you to make the check-in process as 

easy and friendly as possible. You win when parents feel welcome and 

informed when checking in their children. You win every time you 

answer a question, resolve an issue and print a nametag with a smile. 

THE WIN FOR CHECK-IN ASSISTANT: 



 

THE JOB DESCRIPTIONS OF A 

Reports to the Kids Minister 

• You love God. 

• You care about kids. 

• You’re committed to creating 

a first impression that is 

welcoming and friendly for 

families—especially visitors 

and first-time guests. 

 

• You completed and passed 

the application and 

background check. 

• You are 12 years of age or 

serving along side a parent. 

QUALIFICATIONS: 

Be reliable 

• Commit to a regular schedule. 

• Communicate with the Kids 

Minister in advance if you 

plan to miss a scheduled time. 
 

Come prepared 

• Arrive early so you can 

welcome the first families that 
arrive. 

• Come well-rested. We need 

your best energy and smile! 
 

 

Give your all 

• Treat every family like they 

are the most important guest. 

• Make sure every kid gets 

checked in. 

• Look for and engage with kids 

who may be new or lost. 

• Give visitors and first-time 

guests the VIP treatment. 

• Help families complete first-

time visitor info cards. 

• Attend volunteer huddles. 

• Attend appropriate training 

events and meetings. 

RESPONSIBILITIES: 

ACCOUNTABILITY: 

As a hall host, we need you to welcome kids at the door with a big smile 

and be on the lookout for new families who need help finding their way 

around. You win when kids feel welcomed and cared for as soon as they 

walk in the doors so that they’ll be more likely to engage in their groups. 

THE WIN FOR HALL HOST: 



 

THE JOB DESCRIPTIONS OF A 

Reports to the Preschool Coordinator 

• You love God. 

• You care about kids. 

• You are committed to creating 

a save and loving space for 

babies and toddlers. 

• You are comfortable calming 

tired, scared and sad little 

ones. 

• You are not scared off by dirty 

diapers and bottle feeding. 

• You completed and passed 

the application and 

background check. 

• You are 16 years of age or 

serving along side a parent. 

QUALIFICATIONS: 

Be reliable 

• Commit to a regular schedule. 

• Communicate with the 

Preschool Coordinator  in 

advance if you plan to miss a 
scheduled time. 

 

Come prepared 

• Come well-rested. We need 

your smile and patience! 

 

Give your all 

• Treat every parent with 

patience and grace as they 

leave their little one, maybe 

for the first time.  

• LOVE BIG: comfort sad babies, 

cuddle sleepy ones, share 

giggles and play on the floor. 

• Complete a nursery form for 

all kids documenting diaper 

changes, feedings and fun 

notes to parents. Send all kids 

home with a fresh diaper 

change. 

• Attend volunteer huddles. 

• Attend appropriate training 

events and meetings. 

RESPONSIBILITIES: 

ACCOUNTABILITY: 

As a nursery volunteer, you provide a safe and caring environment for 

babies and toddlers. You win when parents are confident in leaving 

their little ones to put their full focus on morning worship. You also win 

when little ones understand church is a fun, safe and loving place. 

THE WIN FOR NURSERY VOLUNTEER: 



 

THE JOB DESCRIPTIONS OF A 

Reports to the Kids Minister or Preschool Coordinator 

• You love God. 

• You care about kid leaders 

and the group they lead. 

• You are committed to serving 

group leaders by preparing an 

environment and taking care 

of the details so leaders can 

focus more of their time on 

kids. 

• You love cutting, and 

organizing and working 

behind the scenes. 

• You completed and passed 

the application and 
background check. 

QUALIFICATIONS: 

Be reliable 

• Commit to a regular schedule. 

• Communicate with the Kids 

Minister in advance if you 

plan to miss a scheduled time. 
 

Come prepared 

• Check your e-mail ahead of 

time for any details and 
instructions. 

• Dress comfortable 

 
 

Give your all 

• Show up on time. 

• Have resources ready and in 

appropriate rooms and spaces 

each week. 

• Ensure the space you are 

responsible for is clean and in 

order. 

• Attend the appropriate 

training events and meetings. 

RESPONSIBILITIES: 

ACCOUNTABILITY: 

As a member of the prep team, we need you to set up our  volunteers 

and small group leaders for success—literally. You win when you take 

care of the details of coordinating and preparing group supplies so that 

leaders can better focus on kids. 

THE WIN FOR PREP TEAM MEMBER: 



 

THE JOB DESCRIPTIONS OF A 

Reports to the Preschool Coordinator 

• You love God. 

• You care about kids. 

• You are committed to creating 

a safe and loving space for 

embracing preschoolers so 

they have a better shot 

believing in the  God who 

embraces them. 

• You are not scared off by 

potty training and dirty 

diapers. 

• You completed and passed 

the application and 
background check. 

• You are 12 years of age or 

serving along side a parent. 

QUALIFICATIONS: 

Be reliable 

• Commit to a regular schedule. 

• Communicate with the 

Preschool Coordinator  in 

advance if you plan to miss a 
scheduled time. 

 

Come prepared 

• Read your small group 

materials ahead of time. 

• Know what you will say and 

how you will say it.  

• Pray for your few. 

 

Give your all 

• Show up on time. 

• Come prepared with 

questions and materials you 

need for group. 

• Lead small (see page 22). 

• Partner with parents by 

cueing them with provided 

resources, honoring the 

parent, and reinforcing the 

family. 

• Attend volunteer huddles. 

• Attend appropriate training 

events and meetings. 

RESPONSIBILITIES: 

ACCOUNTABILITY: 

As a preschool volunteer, you are laying a foundation that’s essential to 

helping kids understand God’s love. You win when preschoolers feel 

loved. You win when you incite wonder in preschoolers to learn about 

the God who made them, loves them, and wants to be their friend. 

THE WIN FOR PRESCHOOL VOLUNTEER: 



 

THE JOB DESCRIPTIONS OF A 

Reports to the Kids Minister and/or Small Group Coach 

• You love God. 

• You care about kids. 

• You are committed to 

consistently investing in and 

caring for your few over a 

period of time. 

• You are committed to creating 

a safe and loving space for 

kids to discover a living 

Savior. 

• You completed and passed 

the application and 

background check. 

• You are at least 16 years of 

age. 

QUALIFICATIONS: 

Be reliable 

• Commit to a regular schedule. 

• Communicate with the Kids 

Minister in advance if you 

plan to miss a scheduled time. 
 

Come prepared 

• Read your small group 

materials ahead of time. 

• Know what you will say and 

how you will say it.  

• Pray for your few. 

 

 

Give your all 

• Show up on time. 

• Come prepared with 

questions and materials you 

need for group. 

• Lead small (see page 22). 

• Partner with parents by 

cueing them with provided 

resources, honoring the 

parent, and reinforcing the 

family. 

• Attend volunteer huddles. 

• Attend appropriate training 

events and meetings. 

RESPONSIBILITIES: 

ACCOUNTABILITY: 

As a small group leader, we need you to invest in the lives of a few to 

encourage authentic faith. You win when kids have meaningful 

interactions, both inside and outside of small group, that influence their 

faith in Jesus and deepen their relationships with others.  

THE WIN FOR SMALL GROUP LEADER: 



 

THE JOB DESCRIPTIONS OF A 

Reports to the Kids Minister 

• You love God. 

• You care about kids. 

• You want to equip others to 

win. 

• You are committed to 

consistently investing in and 

caring for your few over a 

period of time. 

• You completed and passed 

the application and 

background check. 

• You are at least 18 years of 

age. 

QUALIFICATIONS: 

Be reliable 

• Commit to a regular schedule. 

• Communicate with the Kids 

Minister in advance if you 

plan to miss a scheduled time. 
 

Come prepared 

• Read and know the small 

group materials each week. 

• Pray for your leaders. 

 

Give your all 

• Connect with your small 

group leaders regularly. 

• Make sure your small group 

leaders are trained. Encourage 

them to attend training 

events. 

• Celebrate your small group 

leaders. Share their wins. 

Encourage them through 

random notes. 

• Model leading small with your 

few (see page 22). 

• Attend volunteer huddles. 

• Attend appropriate training 

events and meetings. 

RESPONSIBILITIES: 

ACCOUNTABILITY: 

As a coach to our small group leaders, we need you to both manage and 

shepherd the small group leaders in your care. You win when small 

group leaders feel known, trained and celebrated so that they can do 

for their few what you do for them. 

THE WIN FOR SMALL GROUP COACH: 



Reports to the Courtesy Team Lead 

 

THE JOB DESCRIPTIONS OF A 

• You love God. 

• You care about kids. 

• You are committed to creating 

a physically safe environment 

for kids and the church. 

• You are comfortable speaking 

to anyone. 

 

• You are comfortable speaking 

up if something looks odd. 

• You completed and passed 

the application and 

background check. 

• You are at least 21 years of 

age. 

QUALIFICATIONS: 

Be reliable 

• Commit to a regular schedule. 

• Communicate with the 

Courtesy Team Leader in 

advance if you plan to miss a 
scheduled time. 

 

Come prepared 

• Have your walkie-talkie and 

important/emergency 

numbers accessible. 

 

 

 

Give your all 

• Show up on time. 

• Observe and roam all active 

areas of the church. Watch 

the entrances and exits. 

• Walk through the secure kids 

area and direct any straggling 

kids to where they need to be 

or redirect adults who should 
not be in the kids area. 

• Assist individuals and room 

leaders as needed. 

• Attend the appropriate 

training events and meetings. 

RESPONSIBILITIES: 

ACCOUNTABILITY: 

As a member of the security team, we need you to make sure kids are 

safe, secure, not fleeing the building or hiding in dark corners. You win 

when you maintain a physically safe place for kids so small group 

leaders can better focus on creating  a different safe place in group. 

THE WIN FOR SECURITY: 



 

THE JOB DESCRIPTIONS OF A 

Reports to the Kids Minister 

• You love God. 

• You care about kids. 

• You are committed to doing 

your part in creating an 

excellent and engaging large 

group experience. 

• You are not scared of using or 

learning new technology. 

• You completed and passed 

the application and 

background check. 

• You are 12 years of age or 

serving along side a parent. 

QUALIFICATIONS: 

Be reliable 

• Commit to a regular schedule. 

• Communicate with the Kids 

Minister in advance if you 

plan to miss a scheduled time. 
 

Come prepared 

• Review the large group script 

ahead of time. 

• Know your cues. 

 

 
 

Give your all 

• Show up on time. 

• Ensure all media elements 

(lights, sound, and video) are 

functioning and ready. 

• Stay engaged with the 

service. You never know when 

you will need to improvise. 

• Attend appropriate training 

events and meetings. 

RESPONSIBILITIES: 

ACCOUNTABILITY: 

As the managers of lights, video and sound, we need you to help us 

create an engaging large group environment that sets up small group 

leaders for success. You win when kids experience an inspiring and 

distraction-free large group so the message is more likely to stick. 

THE WIN FOR TECH TEAM: 



 

THE JOB DESCRIPTIONS OF A 

Reports to the Kids Minister 

• You love God. 

• You care about kids. 

• You love to worship. 

• You are committed to doing 

your part in creating an 
excellent and engaging 

worship experience through 

music. 

• You completed and passed 

the application and 

background check. 

• You are 12 years of age or 

serving along side a parent. 

QUALIFICATIONS: 

Be reliable 

• Commit to a regular schedule. 

• Communicate with the Kids 

Minister in advance if you 

plan to miss a scheduled time. 
 

Come prepared 

• Learn the music on the 

weekly set lists. 

• Practice actions ahead of 

time. 

• Attend any practices needed. 

 

Give your all 

• Show up on time. 

• Deliver an energetic 

performance that engages 

kids. 

• Attend volunteer huddles. 

• Attend the appropriate 

training events and meetings. 

RESPONSIBILITIES: 

ACCOUNTABILITY: 

As a worship leader, you lead an environment where kids can worship 

with fun music that is full of hand motions and movement. Your win 

happens when kids are moved to participate together in collective 

worship as a small group. 

THE WIN FOR WORSHIP LEADER: 



 

WHAT IS A HUDDLE? 

Our volunteer huddles are a quick 10-15 minute time to gather together 

before any Kids Ministry program or event. The goal is to be quick and to 
the point but to also fully equip you to do what you do. 
 

WHY HUDDLE? 
As a sports enthusiast, I like to look at it from the example of an athlete. 

I would never expect an athlete to jump into a game without warming 

up and going over the game plan. I may turn on the tv to view the game 

at the first kick-off but the athlete started way before that. The same 

holds true for us. We may “kick-off” at the start of the service, but we 

need time together to review the game plan, pray, train and build 

community before hand.  
 

DO I HAVE TO HUDDLE? 

We encourage everyone to participate in the 

Volunteer Huddles on the day you serve.  (You are 
also free to come any other days as well.)  Not only 

will the huddle provide you with information you 

need to know, it will also connect you to the 

community of kids volunteers. When you miss a 

huddle, you miss out on valuable training, 

information and prayer time. 
 

WHAT CAN I EXPECT FROM A HUDDLE? 

When we show up to a Kids event we are all coming from various places 

and experiences that happened earlier in our day. Our huddle is a great 
way to redirect thoughts and emotions towards the volunteer 

experience. Each huddle will focus on the specific win of the day, lesson 

specifics, general announcements, a look at upcoming events, training 

tidbits and prayer time. This is also an opportunity to ask questions 

about your role for the day.  We will have about 10 minutes of 

discussion and close in a time of prayer. 
 

WILL THERE BE SNACKS 

YES! We have a Volunteer Hub located in the south hallway that is 

always stocked with snacks, coffee, special creamers, Culligan water and 

more. It is always available to you when you are serving. 

KID VOLUNTEER 

HUDDLE 

 

8:45 AM   
— or— 

10:30 AM 

 
KIDS LARGE 

GROUP ROOM 



 

WHAT IS LEADING SMALL? 

We have a challenge—a BIG challenge. We want to help kids and teenagers 

develop an authentic faith— faith that stays with them when life gets hard, 

when they have more questions than answers and when they graduate and 

move on to whatever is next in their life. We want them to have a faith that 

lasts.  

 

We believe that the only way to cultivate authentic faith is through leading 

small.  That’s why what you do every week matters! When you lead small, you 

realize that what you do for a few will always have more potential than what 

you do for many. 

 

When you lead small, you simply make a choice to invest strategically in the 

lives of a few over time so you can help them build an authentic faith. 

 

Here are a few important graphics you may be curious about: 
 

• A circle represents a group of students or kids. 

Not just any group. YOUR group. 

• A large orange dot represents YOU. The Small 

Group Leader (SGL). Don’t you look good? 

• A small dot represents one individual in your 

group. Someone you are leading. 

• A home represents . . . Well, a kid’s home. What 

else would it be? 
 

There are 5 parts of the SGL job description that we’ll go over in the following 

pages: 

BE PRESENT 
CREATE A SAFE PLACE 

PARTNER WITH PARENTS 
MAKE IT PERSONAL 

MOVE THEM OUT 



 

CONNECT THEIR FAITH TO A COMMUNITY 

God created us for community. Jesus illustrated community. The Church 

practiced community. That’s why you showed up—to connect the faith of your 

few to a community.  

 
When you choose to be present, that means you. . . 

 
1. Show up predictably. 

 
For most of you, that means weekly. You cannot lead a small group without 

trust. You cannot build a community without trust. And the first step to gaining 

the trust of your few is making sure they know you will show up—predictably. 

 
2. Show up mentally. 

 
Check your phone at the door—unless of course you are using it for this app! 

When you show up mentally, you commit to engaging your few in meaningful 

discussions and to listening—really listening—to what your students have to 

say. This means knowing the content ahead of time and being mentally 

prepared to shed some light and scriptural insight into their world. They are 

worth an hour of your attention.  

 
3. Show up randomly.  

 
Never underestimate the power of 

showing up randomly. This may look like 

a phone call, a birthday card, a ball 

game, a text message, a Facebook post 

or a postcard from your trip. These small 

connections may seem insignificant, but 

when you choose to be present in an 

unexpected way, outside of your weekly 

group time, you reinforce your students’ 

connection to the community you are 

creating.  

 
The best way to be present  

is to lead small. 



 

CLARIFY THEIR FAITH AS THEY GROW 

There’s inevitable tension when a group of different people with different 

personalities and backgrounds come together in one place. But what if tension 

is actually the platform that gives you an opportunity to demonstrate that this 

is a safe place? The safer your environment is, the more honestly your few will 

clarify their faith in the context of your circle.  

 
When you choose to create a safe place, that means you. . . 

 
1. Lead the group. 

 
Lead your group to value acceptance. Lead your group to value confidentiality. 

Lead your group to value honesty. When you do, your few will feel safe to be 

themselves, share doubts, ask questions and admit their struggles and clarify 

their faith in an authentic way.  

 
2. Respect the process.  

 
Authentic faith is a continual process. It’s not static. It is the molding, crafting, 

shaping and changing of faith through time, life experience and reflection. And 

the process isn’t the same for everyone. Each individual is different, so 

celebrate their steps. Refuse to get impatient with the process. And let God do 

what only God can do. 

 
3. Guard the heart.  

 
Faith is personal. We often process the 
most difficult times in our lives through 
the filter of faith which is why, as an 
SGL, you should expect some pretty 
tough and even shocking things to be 
revealed during small group time. Your 
job is to know when to respect 
confidentiality and when you need 
outside help.  
 

 
The best way to create a safe place 

is to lead small. 



 

NURTURE AN EVERYDAY FAITH 

No matter what you think about the parents of your few, two things are true. 

One, every parent wants to be a better parent. Two, they will always have more 

influence than you do. So if you want to nurture the kind of faith that lasts, you 

need to partner with parents.  

 
When you choose to partner with parents, that means you. . . 

 
1. Cue the parent. 

 
When you “cue” the parent, you give them just the right information at just the 

right time so that they can make a move to do more than they might otherwise 

do. Cueing the parent is pretty easy. Just let them know who you are, and tell 

them what you’re talking about.  

 
2. Honor the parent. 

 
Some children struggle with authority. No, scratch that. All children struggle 

with authority. But remember this—if you’re not on the parent’s side, you’re not 

on the kid’s side. Model what it means to respect not only your own parents, 

but theirs’ as well.  

 

3. Reinforce the family. 

 

Although parents potentially have 3,000 

hours a year of possible time with their 

child, it’s not always the same quality as 

the hours you have with your few. So 

when you plan your events and small 

group outings, be strategic. Don’t steal 

critical family moments. Christmas Eve is 

probably not a great time for a movie 

night.  

 

 
The best way to partner with parents 

is to lead small. 



 

INSPIRE THEIR FAITH WITH  YOUR EXAMPLE 

The most important person you need to lead is not your few—it’s actually you.  

 
When you choose to make it personal, that means you. . . 

 
1. Live in community.  

 
Whether you are part of a firstChristian small group or another group of 

individuals studying God’s word and doing life together,  your own community 

provides the healthy and necessary outlet for you to process faith in a way you 

can’t with your few.  

 
2. Set priorities. 

 
One of the best things you can do for your few, and for yourself, is to make 

your priorities clear. They need to see what you value. And when they see the 

way you prioritize your own relationship with God, it might even inspire your 

few to think about their own priorities.  

 

3. Be real.  

 

Find ways to relate to your few without compromising who you really are. It’s 

more important for them to see a real 

person that is still growing, learning and 

trying to live out authentic faith than it is 

for them to have another friend.  

 

 
 

 

 

 

 
The best way to make it personal 

is to lead small. 



 

ENGAGE THEIR FAITH IN A BIGGER STORY 

When you focus on the bigger story of their lives, you understand that what 

happens inside your circle is measured by what happens outside your circle.  

 
When you choose to move them out, that means you. . . 

 
1. Move them to someone else.  

 
The truth is, as we speak, while you are still their SGL, your few need other 

positive adult influences in their lives. Your few are going to connect with other 

leaders who will teach them something about God and help them discover 

something about life. They will experience significant things together. And 

that’s a good thing. So do your part to encourage other adult influences in their 

lives.  

 
2. Move them to be the Church. 

 
The Church is more than just a building or a location. The Church is a growing, 

changing, moving, living being that your few get to be a part of.  

 
Never underestimate the importance of letting them pass out goldfish at snack 

time, allowing them to participate in telling the Bible story or letting them help 

lead worship for younger kids.  

 
The options are endless.  

 

3. Move them to what’s next.  

 

No matter what is next in their lives, it is 

your responsibility to do everything you 

can to set them up for that transition and 

to make sure it goes as smoothly as 

possible.  

 

 

 
The best way to move them out  

is to lead small. 



 

CHECK-IN AND DISMISSAL 

Each kid will need to be checked-in through our electronic check-in 

system in the lobby. At that time, they will receive a name tag which 
includes the kid’s name, a parent pick-up code, room assignment and 

any known allergies. As kids arrive to your room, make sure each one is 

wearing a name tag. If not, please direct the family back to the lobby to 

check-in. 

 

Parents will return to your room to pick up kids . Kids will not be 

dismissed from the room until the parent arrives with the parent pick-up 
code. Match up the parent code with the code listed on the kid’s 

nametag. If the parent does not have the parent pick-up code, please 

notify the Kids Minister or a Courtesy Team Member. They will complete 

the proper identification process to release the kid from the room. It is 

for the safety of the kid that we do not release them without the parent 

code. It is OK to tell the parent no and explain this process. 

 

 

 

 

 

 

 

 

 
ALLERGIES 

Be aware of the allergies of your few—especially peanut allergies. 

During group times when you are giving out food or doing activities 
with food products, double check each kid’s nametag to make sure they 

are not allergic to anything. 

 

SICKNESS 

If a child has had a fever within the last 24 hours, they should not be 

allowed in our kid environments. If you suspect a kid is sick, please 

Kid Name Tag Parent Pick-up Tag 

Name Allergies Room Assignment Parent Pick-up Code Date 



 

SNACKS 

We are a nut-free snack zone. We also try to be sensitive to other 

common allergies such as gluten.  Snacks are provided in the nursery 
and preschool spaces. Be sure to only serve the snack provided, unless 

a parent provides a specific snack for their child. Do not bring in your 

own snacks unless approved by the Ministry Team.  All snacks being 

served should be listed on the door sign, visible to parents. Be sure to 

check name tags for listed allergies before serving snacks. If you need 

an alternative snack due to allergies please let the Preschool 

Coordinator know. 
 

RESTROOMS 

We have designated kids restrooms in the preschool rooms and north 

hallway. Entry doors for the north hallway restrooms should be propped 

fully open at all times.  If kids are old enough to go by themselves, wait 

in the hall for them. Never go into the bathroom alone with a kid. If they 

need help, take another adult with you. In the preschool space, you can 
keep the door cracked open so another adult is available. Please do not 

have kids use the lobby restrooms. These are not part of secure kids 

space.  

 

DIAPER CHANGING 

Diaper changing stations are available in the nursery and preschool 

restroom. When changing diapers, be sure you are visible by another 
adult. Use the diapers and supplies provided by the parent. We know 

sometimes diaper bags are empty or forgotten. If needed, there are 

extra diapers, wipes and clothes under the changing stations. 

Gloves are also available for you to wear if you would prefer. Be sure to 

sanitize the changing area with the cleaning supplies provided. Soiled 

diapers should be wrapped in a plastic bag before throwing them in the 

trash. Be sure to note the diaper change on the take-home parent note. 
 

NURSING MOMS ROOM 

We have a designated room available across from the nursery for 

nursing moms (or a special cry room for moms.) Rocking chairs, changing 

table and a live stream of the service is available in this space. A key to 

this space can be checked out from the nursery.  



 

DISCIPLINE 

A copy of our group rules can be found in your curriculum supply tote. 

You can review these with your few whenever needed. If you have a kid 
who is not following these guidelines, try redirecting their behavior. If 

they will not redirect, use of a brief “time away” from the activity is 

appropriate.  If that does not work, you may contact the Courtesy Team 

or Kids Minister for assistance to determine if a parent should be 

contacted. We should never use physical force, spanking, verbal abuse 

or name calling to discipline a kid. 

 

We know younger kids have a hard time expressing their feelings. 

Sometimes they will hit, throw toys, bite, etc., Your first goal is to ensure 
the safety of the group. Secondly, use these instances as a loving 

teaching moment. Help kids talk about what has upset them, encourage 

them to say, “I’m sorry,” and sometimes use natural consequences such 

as removing the option of playing with a certain toy/activity. 

 
CHILD ABUSE POLICY 

Safety is one of our highest priorities in Kids Ministry. Suspected abuse 

or misconduct, whether at a church activity or the private life of a kid 
should be immediately reported to the Kids Minister or other Ministry 

staff.  Our Child Protection Plan will be strictly followed.  

 

WALKIE TALKIES 

All of our Kids Ministry spaces have been equipped with walkie-talkies. 

These are set to directly communicate with a Courtesy Team member 

and can be heard in all of the Kids Ministry spaces.  If you are needing 
assistance from a Courtesy Team member, please use the walkie-talkie. 

Remember to speak slowly and clearly.  Your message can be as simple 

as “Could a Courtesy Team member assist in the 1st grade room?” 

 

LOST CHILD PROCEDURE 

Immediately notify a Courtesy Team member using the walkie-talkie in 

your space should a child get lost from your group. The Courtesy Team 
will take over from here. Be prepared to give details about when and 

were you last saw the kid and what they look like or were wearing. Keep 

all remaining kids supervised in your room. 



 

FIRST AID AND AED 

A fully stocked first aid kit can be found in the FUN ROOM (Room off the 

kitchen) across from the 3’s classroom. A Courtesy Team member or the 
Kids Minister can help you find the first aid supplies if needed. Do not 

give any medications to a kid without a parent’s permission. Please 

inform parents at dismissal if their child had a need for first aid. 
 

An AED is located in the youth hallway next to the assisted check-in. 

Only trained volunteers can operate the AED. If you have a medical 

emergency, please contact the Courtesy Team immediately. 
 

EVACUATION 

Be aware of the evacuation map at the door of each Kids Ministry space. 

The map will display the quickest evacuation route from your room. A 

fire alarm will sound or the Courtesy team will announce an evacuation 
over the walkie-talkies. In the case of an evacuation, Kids Ministry 

volunteers will escort their groups out of the building and to the garage 

located on the northeast corner of the property.  If time allows, grab 

your walkie-talkie, but do not try to bring anything else from the room. 

Once at the garage, each group will sit closely together. Parents will 

meet you at the garage and we will utilize our regular dismissal 

procedure to match parents and kids. 
 

SHELTER 

Be aware of the shelter map at the door of each Kids Ministry space. The 

map will display the quickest route for your room to take shelter. In the 

case of a need for shelter, Kids Ministry volunteers will escort their 
groups to the designated location for their room.  If time allows, grab 

your walkie-talkie, but do not try to bring anything else from the room. 

Groups will sit closely together during shelter. Once it is safe to exit, we 

will utilize our regular dismissal procedure to match parents and kids. 
 

LOCK-DOWN 
Lock-down procedures are listed at the door of each Kids Ministry 

space. If we have a need for lockdown, it will be announced over the 

walkie-talkies.  Lock your doors, shot off lights, cover the windows, place 

the hose over the door closer, move your group to a corner of the room 

away from sight, remain quiet and keep walkie-talkie volume down. 



 

Questions are a part of life. Hopefully we can answer some of the most 

frequently asked questions in Kid Ministry. If not, please feel free to 

contact us anytime. 
 

HOW DO I GET ONE OF THOSE KEY FOB CHECK-IN THINGS? 

The key fobs make check-in easy. You can check yourself into serving in 

Kids Ministry and bypass the assisted check-in station. If you do not 

have a key fob or you have lost yours, any of our check-in assistants can 

get you a new one. All you have to do is ask. 

 
DO I NEED TO WEAR A NAMETAG? 

Yes! All Kids Volunteers need to have on their nametag when serving. 

This helps everyone identify who should and shouldn’t be in the secure 

space. 

 

WHERE CAN I FIND MORE SNACK SUPPLIES? 

We will try to our best to keep your room stocked with cups, napkins 
and snacks. If you happen to run out, all of those supplies can be found 

in the “Fun Room” (Room off the kitchen) in the first set of cabinets as 

you walk in the door. This is also where you can find alternative snacks 

for kids with allergies. 

 

WHERE CAN I FIND MORE CRAFT SUPPLIES? 

Again, we will try to our best to supply you with the appropriate number 
of supplies when we prep your supplies.  If you happen to run out, all of 

our craft supplies can be found in the “Fun Room” (Room off the 

kitchen) in the cabinets.  There is a plethora of things in there. You can 

also ask the Kids Minister for help. 

 

HOW CAN I  GET MY SMALL GROUP LESSON? 

All lessons are on the Planning Center App! Read more on p. 36. 
 

CAN MY FAMILY SERVE WITH ME? 

YES! We love it when families serve together. Spouses will need to 

complete the adult volunteer app. For students 12-18 we have a 

student volunteer app.  Children under 12 years of age can also serve 

alongside a parent depending on the room they are serving in. 



 

WHAT IF I NEED TO BE GONE ON SUNDAY? 

We realize that sometimes life pulls you away on Sunday mornings. We 

want to be able to accommodate for when it does. The sooner you let us 
know the easier it is to find a replacement. The Planning Center app 

allows you to block out dates well in advance of when you will be gone. 

As soon as you know you will be gone on a Sunday, please go into the 

Planning Center app and block out those dates.  If the monthly Kids 

Ministry schedule comes out and you realize you will be gone, go ahead 

and “decline” the request. Then use the Planning Center App to look at 

the available sign-ups to pick another date you can serve. 
 

WHAT IF I AM SICK? 

If you are sick, we want you to stay home and get to feeling better. Text 

the Preschool Coordinator or Kids Minister as soon as you know you will 

not be able to serve. If you feel well enough to help us find your 

replacement, that is appreciated. We understand though that it is not 

always possible.  
 

UMM...I STILL HAVE QUESTIONS. 

Ask away. We are here to answer any questions you may have. Please 

contact us via phone, e-mail, or in person any time. Contact information 

can be found on the last page of this handbook. 



 

Planning Center is an online system to help us schedule team members, 

organize services and streamline communication. This is how you will 

receive your monthly volunteer schedule requests, accept positions, 
and block out vacation days. We will also use this system to 

communicate reminders and program-specific information on a weekly 

basis. 

 

Every volunteer of firstChristian will use Planning Center. It is important 

that you create a login and password. You will receive an email with the 

subject line: Welcome to Planning Center Online. If you cannot find this 
e-mail, first check your spam filters and junk e-mail. It will come from 

<no-reply@planningcenteronline.com>. If you still cannot find it, contact 

us and we will send you a new one. 
 

 

Your first step with Planning Center is to set up your password.  Click on 

the Click here to set your password link and follow the prompts.  

 

Click on the  Getting Started Video and Lessons for training on how to use 

Planning Center. 

 

Hello Volunteer, 
 

Welcome to Planning Center Services, an online system to help churches 
schedule team members, organize services and streamline communication. 
Kristi Carmichael wants you to be able to participate and has added you to the 
First Christian Church account. 
 

 
Your username is youremailhere@email.com 

Click here to set your password 
 
When your church is ready, they'll start to send you scheduling request emails, 
but you can log in at any time and set up text messaging options, block out 
dates you know you'll be unavailable, and set scheduling preferences. 
The Getting Started Video and Lessons will show you how. 

 
Log in to Planning Center Services

https://accounts.planningcenteronline.com/password_reset/new?return=Services&login=kristi4haiti%40gmail.com
https://pcoservices.zendesk.com/hc/en-us/articles/204460240-An-Introduction-to-Services
mailto:kristi4haiti@gmail.com
https://accounts.planningcenteronline.com/password_reset/new?return=Services&login=kristi4haiti%40gmail.com
https://pcoservices.zendesk.com/hc/en-us/articles/204460240-An-Introduction-to-Services
https://services.planningcenteronline.com/
https://planning.center/
https://planning.center/services/


 

You can access your schedule and weekend content anytime by going 

to www.planningcenteronline.com and logging in using your user name 

and password. This will take you to the My Schedule screen. 
 

When we create the monthly Kid Ministry volunteer schedule, you will 

receive an email with the service dates and times for which you have 

been scheduled. This email will give you another opportunity to either 

accept or decline each date for which you are scheduled. Please decline 

only if you have a scheduling conflict and you won’t be able to serve on 

the given weekend. Otherwise, click the green Accept button.  

 

DOWNLOAD THE APP 

The final step is to 

download the free 

Planning Center App. It 

is available for iOS and 
Android devices. The 

app makes accepting 

requests, viewing your 

schedule and updating 

your information easy. 

 

Hello Volunteer, 
 

You have been placed on the schedule for the following dates. To respond or 
simply view this schedule, click the appropriate button below.

 Accept 

August 1, 2019 

 Decline 

view plan 

Volunteer Role (Kids Ministry) 

Services Rehearsals  

1st Service (9:15am): 
08/01 @ 9:15 am 

Volunteer Huddle 
08/01 @ 9:15 am 

 

THE EASIEST & 

MOST EFFICIENT 

WAY TO USE 

PLANNING CENTER 

IS TO DOWNLOAD 

THE FREE 

PLANNING CENTER 

APP! 

https://planning.center/
https://planning.center/services/


 

Your small group lesson plans and monthly worship song can be found 

on the Planning Center Services App or Website. The files section will 

give you access to your materials each week. 
 

HOW TO FIND YOUR LESSON PLANS: 

We don’t recommend using your app during your group time. You 

shouldn’t be scrolling through Facebook when you’re leading kids, so 

we don’t want you to be scrolling through your lesson either. Kids will 

check out pretty easily if you’re not engaging with them. That’s why it’s 

so important to use your app to prep ahead of time. If you need to 

reference something during your group time, we recommend using your 
printed lesson provided in your lesson supplies. 

Open the Planning 

Center Services 

App and click on 

“Plans”. 

Select “FC 

Weekend Service”. 

Select the 

appropriate service 

date from the list. 

Click on “Files”. 

You may need to 

scroll down to see 

that option. 

Select the lesson 

that corresponds 

with the age group 

where you serve. 

 

 

 

 

 



 

A great way we partner with parents is through the firstChristian app. 

The kid section of the app ties into our Sunday morning lessons and 

helps parents keep the conversation going at home.  Parents can find 

the Sunday morning experience with a worship song and Bible story 

video that they can watch again with their kids. They can also find a 

parent guide with simple activities and questions they can discuss as a 

family. For older kids, we have weekly devotionals that tie into Sunday’s 

lesson. Each month we add a new monthly parent cue and additional 

parent resources. 

You can use the app to stay connected with all things firstChristian. 

Watch sermons, find daily devotionals and use small group discussion 

guides with your circle. You can also check out the SWIPE to find 

upcoming events. 

Stay connected and get the latest content. Search your app store for 

“firstChristian Norfolk” to download the app on your devices. 



 

We want to give parents the right information at just the right time so 

they can connect with the heart of their kid every week. The Parent Cue 

app does just that! It ties into what kids are learning on Sunday 

mornings and breaks it down into simple cues for parents. There are 

practical things to say and do with their kids and the content is age 

specific. They can also watch the Bible story videos from Sunday 

morning and learn the monthly Bible verse together.  

ENCOURAGE PARENTS TO DOWNLOAD THE PARENT CUE APP! 
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