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welcome 

Hello! Thanks for picking up our Red Hills Kids Children’s Ministry Guide! 

Whether you’re just thinking about serving in Red Hills Kids or you’ve been serving for a hundred years, the goal 
of this guide is the same: 

•To inspire you.   Give you vision for why kids ministry is vital! 

•To equip you.   Give you the key tools and info to be an effecFve leader. 

•To empower you.                Give you the reigns to go and do ministry. 

We believe that God wants our best as we serve our kids, and we have a lot of loGy goals we’re trying to meet 
as we minister to our young ones. If we were merely trying to babysit kids, we wouldn’t bother with a guide like 
this. But Red Hills Kids is more than babysiJng - it’s raising up the next generaFon. We hope you’ll join us! 

 

 

If you have any quesFons or ideas that go beyond what’s wriMen in here, give me a call or shoot me an email. 
I’m so glad you want to join our Red Hills Kids team! 

 Kim Lopez 

 Children’s Pastor 
 teacherkim@redhills.church 

 503.538.6525 ex103 
 503.516.6199 
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WITH great children’s ministryWITHOUT great children’s ministry

Teacher Kim 

DISCOVERY 
Nursery 0-2 years old

Karlee Gallipeau, Judi Kulland and 
Kim Rapp

ADVENTURE 
Preschool 3-5 years old

Deana Hylton and Karen Dolyniuk

Kindergarten & 1st Grade
Emily Pratt and Sarah Barten

QUEST 
2nd through 5th Grade

Laura Umfleet, Tracy Hensley and 
Chris Giesch

⇇  Get to know our fabulous ministry leaders!

mailto:teacherkim@newbergfoursquare.com


relaFonal ministry 

The FOUNDATION of this ministry is relaFonships. That is, caring leaders who go out of their way to express 
Christ’s love to kids. Our ministry is designed around this principle. RelaFonal ministry is the CATALYST that 
propels a kid to experience and develop God’s purposes in their life. 

Here’s how it works: A kid won’t remember creaFve Bible studies, crazy events, or a carefully craGed talk. What 
they will remember is YOU! They won’t forget the leader who LIKED THEM and LOVED GOD. The leader that 
talked to them when no one else would, who went into their world, who was there for them when family life 
got tough. You’re the pracFcal means in which a kid will experience Christ’s love. 

relaFonal values 

These are the four values that every Red Hills Kids teacher must strive to CONSISTENTLY embody: 

1) SHOW UP Kids make spiritual decisions in the context of relaFonship. We only have a small window of 

Fme together to develop those… so your presence maMers! Show up faithfully and don’t be rushed. Look kids in 
the eyes and give them the aMenFon they deserve. 

2) SHOW INTEREST Take an honest interest in the kids: Learn names, ask good quesFons, get to know 

someone’s likes/dislikes. Children love to talk about themselves. So don’t stop at their name. Come down to 
their level and really connect with them. Remember their parents’ names, even their pet’s. Get to know others 
– it’s the easiest way to make a big church feel small. Any person who comes into contact with you should look 
forward to the next Fme they bump into you. 

3) SHOW LOVE God has enabled us with various ways to show kids we care about them, so let’s put them to 

use. This goes beyond showing interest, friendly handshakes, or high-fives. Say something really encouraging to 
them or talk-them-up in front of other kids or their parents. Trust the Holy Spirit to guide you in how to best 
communicate care and show outlandish love to kids. 

4) POINT THEM FORWARD Point out a kid’s potenFal. Encourage kids to take the next step in their faith 

journey. Help them see how their strengths and abiliFes can be used to make a Kingdom impact. Become a 
personal cheerleader when they win, and a travel guide that points them forward to Christ and His purposes. 
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operaFons: serving commitment 

When you apply to volunteer with Red Hills Kids, we assume you can be with us for at least 12 months (9 
months for college students who may leave during the summer). RelaFonships with the kids and families are 
important, so the longer you can be with an age group, the kids get to know you and you get to know them and 
– BOOM – relaFonships!  

Here is how this commitment affects you as a Red Hills Kids volunteer: 

TRAINING 

We will have one or two trainings a year. Trainings are required because we want you to feel informed and 
equipped. The method of training we use varies from season to season, but the idea remains the same: we 
need everyone on the same page, connect as a team, and be ready to love and serve kids for the upcoming 
year. Trainings are a priority in Red Hills Kids, both for safety and quality. Also, we highly encourage you to 
aMend our volunteer appreciaFon event with your team. All Red Hills Kids ministries will be combined.  

SERVING 

In Red Hills Kids, we are focusing on the long-term; not the short-term. This will allow you ample Fme to build 
great relaFonships with kids and families. If you serve in an area that does not seem to be a good fit, please talk 
to the ministry leader right away. Every fall we will connect with you to see how things are going with you. If 
you need to step down or transiFon to another area, May and September are the best Fme to do this. Our goal 
is to get you to see how fun and rewarding it is to serve the children in Red Hills Kids. When it’s fun and 
rewarding, kids and families will be served well.  

COMMUNICATING 
New job, life change, need a break… email, call, text, or carrier pigeon. Let us know about what’s going on! Life 
happens. You won’t hurt our feelings. Use Planning Center Online (more about that later) to block out dates you 
already know you’ll be unavailable. This helps our schedulers so much it’s crazy! Would like to serve more or on 
a different week? Fabulous! Kim’s contact informaFon is on the first page of this manual for your convenience.  
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operaFons: leaders 

VALUE OF LEADERS 

It talks over 150 leaders to operate Red Hills Kids. We have a great team, but the heart and soul of Red Hills Kids 
is you, the teacher. You teachers have more influence than you think. And here are the steps to help you have 
influence in Red Hills Kids. 

Be a LEADER WHO…   

GIVES GRACE 

We have kids in Red Hills Kids from a variety of different backgrounds and experiences. You do not know all that 
is going on in a kid’s life. Let’s be grace givers while sFll giving healthy boundaries when necessary. 

SPEAKS LIFE 

Always look for the posiFve to point out in kids. Take it a step further and tell the parent that posiFve aMribute 
or acFon. What parent doesn’t want to hear posiFve things about their kids? 

COMES TO THEIR LEVEL 

Don’t speak down to kids, but bend a knee and come to their level. 
Try to see life through their eyes and amazing imaginaFons.  

CONNECTS WITH PARENTS  

We aren’t just serving kids - we are serving families. Use every 
opportunity to connect with parents and start building relaFonship. 

FOCUSES ON THE KIDS 

The curriculum may not work just as we/you planned, or something 
else might happen that requires you and other leaders to be flexible 
as you serve. Remember that we are all about the kids. Let’s make 
sure they are the priority! 
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operaFons: equipping 
We want Red Hills Kids to be the best it can possibly be. We know you’re a smart, good-looking person, but all 
of us have room to improve in serving kids even beMer! We do this through… 

TRAINING 

All leaders are required to aMend trainings. It’s not just because we want to get info about curriculum, 
program updates and other news to you. A huge part of it is to simply be together as a team, to eat together, 
and to realize that we are all this together. It’s a vital Fme for us to connect. Childcare will be provided. 

VIDEO TRAINING 

During the year we may post video trainings and we’ll ask you to watch them. The videos will be accessible 
online at redhills.church under the Red Hills Kids page and on Planning Center Online. 

SCHEDULING EMAILS from PLANNING CENTER ONLINE 

Every month you’ll receive a scheduling email from Planning Center Online with Fme(s) you are scheduled to 
serve. We need everyone to read each email and respond – taking less than 5 minutes. Lessons can be 
downloaded from the service page and/or they will be provided for you. Again, it’s vital the enFre team is on 
the same page. 

SUNDAY HUDDLES  

Each Sunday, there is a huddle in your specific area that you serve. This is a key Fme to hear info from your 
lead teacher, connect with the team, and pray over the kids and families coming to church that specific day. 
Please make every effort to be at these on Fme. 

REPRODUCING YOURSELF 

What if everyone reproduced themselves in another person? Think about how many more kids and families 
we would be able to impact. We want you to reproduce yourself in whatever role you’re in using a model 
similar to this: 

• I do and you watch. 

• I do and you help. 

• You do and I help. 

• You do and I applaud.  
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operaFons: checking-in 

Here’s HOW check-in works: 

EVERY HUMAN CHECKS IN 

Every kid and leader in Red Hills Kids needs to be wearing a 
Red Hills Kids volunteer name tag with the area on it they are 
serving in. Red Hills Kids teachers also must be wearing their 
Red Hills Kids t-shirt. If an individual is in a room and they 
aren’t checked in, speak up! 

NEW FAMILIES CHECK IN AT  
RED HILLS KIDS TENT 

If anyone looks new (or smells new), please take them to the Red Hills Kids Tent and they will be greeted by our 
Welcome Check-in Team. There is ONE check-in area for new families — self-check is also available at the Red 
Hills Kids Tent. 

THERE ARE 3 SELF-CHECK LOCATIONS total: 1) Auditorium Foyer 2) B Building 3 ) Aux Gym 

They will get their tags at one of these locaFons, then go to the room(s). 
• Each classroom has a computer for check out. Please only check out the child in your classroom. 

2 TAGS ARE NEEDED AT DROP-OFF 

Tag 1: The parents should keep their “pick-up tag” which has a big 6-digit code on it. 

Tag 2: The kid should be wearing a name tag.  

NOTIFYING PARENTS 

Because there may be a need for a parent to return early to the classroom to assist with their child, please 
make sure we have an accurate phone number and let parents know at drop off to leave their cell phones on 
vibrate during service in case we need to contact them. If the parent doesn’t arrive, let children’s know and she 
will noFfy the sound booth team to put a noFce up on the sanctuary screen.  
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operaFons: sick kids 

WE ONLY CHECK IN HEALTHY KIDS 

To avoid geJng several other kids/babies sick, we will only accept  
children who appear to be healthy (no colds, flu, etc). If the   
parent says their kid is sick, apologize, but please don’t check them in. 

OPTIONS WITH SICK KIDS 

If a child or baby is sick in any way, please ask parents to sit with their 
child in the lobby of the auditorium. If this won’t work, going home and 
taking the week off is what we’ll recommend. 
                

operaFons: checking out 

PARENTS MUST PRESENT THE “PICKUP TAG” 

To keep security buckled down we ask EVERY parent for their tag. If the person trying to pick up a child doesn’t 
have the proper tag, call Teacher Kim or someone on staff. Also, they can show you a picture of the code on 
their phone or a government-issued photo ID.  We scan every child out.  

PARENTS CAN CHECK KIDS OUT AT ANY TIME 

Parents can also check their kid out at any point in the service. We love giving kids back to parents! If there’s a 
fire alarm and we all evacuate, parents can present their pickup tag and take their kid home if they want. Safety 
zone locaFons will be posted in each classroom and Guest Services volunteers can direct parents. 

TRY TO MAKE CHECK-OUT PROMPT 

Kids will oGenFmes stall and try to finish the game they’re playing. Parents are eager to hit the road, so feel free 
to go put your hand on their shoulder and help them get moving toward their parents. 
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operaFons: classroom management 

DON’T BE OVERWHELMED 

Just sFck with the curriculum and do your best. They’re kids! And you’re your own biggest criFc. Just keep 
trying to love and lead them. 

BE CLEAR 

Don’t let kid guess what they should be doing. That’s when things get chaoFc! Be clear in communicaFng your 
expectaFons. Lead them with clarity and healthy boundaries. 

WORK TOGETHER 

You’re not the only leader in the room. Work with the other teachers/volunteers in the room. Come up with a 
plan together as a team. 

DIVIDE AND CONQUER 

Split rowdy kids apart, with each leader taking one (if needed). If two kids can’t co-exist, roll with it! Get them 
to different areas. 

MAKE IT FUN 

Be goofy, be likable, have a great Fme so kids will relax and want to follow your lead. Most of our kids are great 
and very seldom act out when they’re having fun. 

�  
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operaFons: discipline 
Keep in mind that kids who are misbehaving or “acFng out” likely have a reason for it – a reason that you likely 
don’t know about. “Love covers a mulFtude of sins!” So that’s always our go-to disciplinary acFon: Lay on some 
love before trying anything else. 

DISCIPLINE “DO NOTS” 

• Striking a child in any way 

• Raising your hand at a child 

• Yelling at a child (unless they’re about to be hit by a train) 

• Threatening a child 

• Speaking huruul words to a child, parent, or another leader 

• Grabbing the child’s arm or wrist firmly 

DISCIPLINE “DO’S” 

• Give them their options 

Give 2 opFons, both of which you’ll be happy with. “Hey Johnny, you can either use kind words or you 
can sit by yourself. What’s your choice?” If they don’t choose one, then you get to choose for them. 

• Change the situation 

If the issue isn’t solved by offering a choice, or if something happens again, change their situaFon: 
remove them from their friends or from a fun acFvity, have them sit near you, etc. Tell them they can 
return when they’re ready to play by the house rules. 

• Contact Lead Teacher or the Children’s Pastor 

If another round of 1 and 2 doesn’t work, go ahead and get lead teacher or children’s pastor to call/text 
their parents. They don’t have to pick up their child; a pep-talk might be enough. But don’t be afraid to 

get the parents involved.  

 C.O.O.L.  Rules 

   Care about your neighbor 

   Only talk or get up if you raise your hand 

   Obey the teacher 

   Let’s get ready to have fun! 
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safety: physical touch 

TOUCH STANDARDS 

The GOOD means we encourage these posiFve and safe ways to show love. Do them! 

The BAD means please avoid these ways of showing love, for the safety of all. 

The UGLY means we don’t allow anyone to do it, even you. Doing it might mean removing you from the team. 

0-2 year olds: 

GOOD: hugs, carrying, holding 

BAD: Kisses, extended length of touching 

UGLY: Being alone with them, men changing 
diapers, spanking, threatening to spank 

3-10 year olds: 

GOOD: high fives, handshakes, brief side-hugs 

BAD: kids on your lap, extended length of 
touching 

UGLY: Being alone with them, any touch 
between shoulder and knee,                                          
spanking, threatening to spank 
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safety: raFos 

LEADER-TO-CHILD RATIO 

Safety is always our number one priority. There must always be 2 leaders in the room – no excepFons. 

If a parent wishes to stay with their child in the room, give them opFons and invite them stay with their own 
child - make sure the parents get a “Visitor” tag or Teacher Badge. Invite them to be a part of our children’s 
ministry and help serve.  Parents or anyone serving must have a background check on file with Red Hills Church. 

DISCOVER 

Nursery: 1:1 – 1:5 
       1 adult per 2 infants 
         *Teachers must be 12 years old to serve in the 
 infant nursery. 
       1 adult per 3 children ages one and two 

ADVENTURE 

Preschool — 1:6 
1 teacher per 6 children ages 3, 4 and 5 

Kindergarten & 1st Grade — 1:7 
1 adult per 7 kids 

QUEST 

2nd and 5th Grade  – 1:9 
1 adult per 9 kids 
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safety: injuries 

If a kid is only KINDA HURT 

Scraped knee/elbow, bumped head, bloody lip, hurt feelings… 

BAND-AID AND A PRAYER: Most incidents are small and can be 
handled this easily. Get on their level, show them some compassion, and 
get their mind back on track as fast as possible. First Aid kits will be 
available in each classroom. 

WHAT NOT TO DO: Don’t make a bigger deal than it is. Don’t scare the 
other kids! Don’t pull the fire alarm or scream uncontrollably. 

If a kid is HURT BADLY 

Head injury, broken bones, unconscious, losing blood, etc. 

KEEP EVERYONE CALM: Don’t move the child unless they’re in 
danger. Assure them they’ll be ok. 

SEND FOR THE CHILDREN’S PASTOR: Don’t leave the child. Send 
someone else to get the children’s pastor, service coordinator or any of 
the staff.  

MAKE THE CALL: If it’s serious, call 911. If you’re unsure, let a staff 
member make the call. Walkie-talkies are located in each classroom and 
with service coordinators.  

OTHER LEADERS SHOULD: Pray for the child with the other 
students. Explain what’s happening and answer quesFons. Try to 
transiFon them away from the incident and back into the morning’s 
acFviFes. 

INJURY REPORT: There should be an incident response form at the 
check-in table. Fill out every area for our records. Turn the form into the 
service coordinator. 

ANY TIME THERE’S BLOOD: We use “universal precauFons”. This 
means if there is any amount of bodily fluid (blood!), you use a protecFve 
barrier, like latex gloves. Always. 
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safety: emergencies 

ALL EVACUATIONS 

GATHER YOUR KIDS: Teachers are responsible for geJng all the children in a line and exiFng the classroom 
in an orderly manner. Have all the children line up and do a head count before exiFng. One teacher from each 
class must bring the sign-in sheet or computer.   

GO TO THE SAFE ZONE: AGer arriving to safety do another head count and double check against the sign-in 
sheet. Establish a checkout procedure which ensures that each child is accounted for. Do not re-enter the 
building without approval from fire/police personnel or church staff.  The “safe zone” for each classroom will be 
posted at the classroom. 

PARENT PICK UP: Parents are NOT allowed to take their children away from the group unFl a checkout 
procedure has been established. This is the best way to ensure all children are accounted for.  

EARTHQUAKES 

BE THEIR MODEL: Keep everyone calm.  Say “Everyone do like me… get under a table.” If you freak out, they’ll 
freak out. So just keep it together, man! 

DROP, COVER, STAY: If you’re in a room with desks or tables, get under them.  If there are none, get away 
from the windows and close a wall, drop down and cover your head, and stay there unFl the shaking is totally 
stopped. 

MOVE TO SAFE ZONE: Once the shaking stops, evacuate the building per the instrucFons above. 
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safety: emergencies 

LOCKDOWN 

A lockdown is used when a violent, life-threatening person is on church property or suspected of being on 
property. The purpose of a lockdown is to hide as many individuals behind locked doors in as liMle Fme as 
possible. The key to remembering what to do in a lockdown is “locks, lights, out-of-sight!” A lockdown will be 
communicated by use of walkie-talkies. When a lockdown is communicated: 

• Secure children and volunteers inside a classroom, bathroom, or closet. 

• Move into internal rooms if available. This creates addiFonal distance and protecFve barriers from the 
threat. 

• Lock all doors (if applicable) and windows within the room.  

• Turn off lights (if applicable). Remain quiet. Hide in a safe place out of the line of sight from the hallway 
doors or windows. Sit/lay on the floor. Exterior walls are best if out of line of sight and further away 
from the threat. Under a window is okay if necessary. It is vital that you are familiar with your classroom 
and surroundings and are able to act quickly and decisively in the event of a lock down. 

• If the fire alarm goes off, do not evacuate unless a threat is imminent. 

• Notify 911 and turn off or silence all cell phones. 

• Do not open the locked door for anyone. Only church staff, service coordinators or law 
enforcement have the authority to release the lockdown- they will have keys to unlock the doors. When 
the lockdown is released church staff, service coordinators or law enforcement will unlock the doors 
and provide further instrucFons. Remember, children are not to be released to their parents unFl a 
check-out procedure has been established. 
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safety: emergencies 

MISSING CHILD 

Parents place a great deal of trust in us, allowing us to care for, teach and disciple their children. Our highest 
priority is to be worthy of that trust. We must be vigilant at all Fmes. This is especially important during the 
high-risk Fmes: check-in and -out and Fmes of transiFon. Performing head counts, double-checking the check-in 
printout, using our eyes and ears to monitor the room.  

If the unthinkable happens and a child is missing from a classroom, it is the responsibility of the teacher to 
iniFate a Missing Child Response:  

This is communicated to all Red Hills Kids volunteers and the Service Coordinator. CommunicaFon will 
include the child's name, physical appearance, when and where they were last seen.  

The immediate response is to lockdown all church buildings - no one may leave or enter any church 
building or classroom unFl a procedure is established.  

VOLUNTEERS’ RESPONSIBILITIES 

Do not allow anyone to leave. Search the classroom. The children’s pastor or coordinator will set up a check out 
procedure and will keep you informed of next steps. 

CHURCH STAFF RESPONSIBILITIES 

Assign three people to lockdown any exterior doors. No one may leave the building unFl a check out procedure 
has been established. Assign two to three people to search the buildings and exterior surroundings.  

CALLING 911 

911 will be called no more than 10 minutes aGer the Missing Child Response is iniFated. 911 may be called 
sooner if deemed necessary. The children’s pastor or coordinator will call or designate someone else to call 911. 
AGer the call is place all staff and volunteers will follow the direcFons of law enforcement personnel. 
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goals and rouFne: nursery  

DISCOVERY  

Birth, Ones & Twos 

         

                ROUTINE: 

        INFANTS (birth to walking) 
Leader huddle     
Check-in     
Play Fme    
Pray out loud for baby   
Teach “words” to baby   
Play and sing worship songs  
Diaper changing   
Possible feeding or nap   

            ONES & TWOS 
Leader huddle    
Check-in & Play Fme & clean up  
Snacks, Lesson, & Worship:   

Bible story/worship/prayer 
Diapers & ready for check-out  

GOALS 

• Provide a great environment  

• Teach foundaFonal truths to babies/toddlers 

• Pray powerful prayers over each baby and toddler 

• Build relaFonships with parents 

LOVE GOD: We teach babies/toddlers that the Bible is special & God loves us. 

LOVE PEOPLE: We teach gentleness and basic manners toward one another. 

SERVE THE WORLD: We teach that we all clean up our toys. 
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leader descripFons: nursery 

MINISTRY LEADER 

• Build your team and communicate. Manage the monthly schedule, 
sending our scheduling emails and following up. Keep lists 
accurate and up to date. 

• Communicate with the children’s pastor about any needs for your 
room or any quesFons about your ministry. 

• Train new leaders, train exisFng leaders, etc. Build relaFonships 
with your teachers. 

• Foster relaFonships with parents and their babies. 

LEAD TEACHERS 

• Arrive 40 minutes before service.  

• Lead the huddle.  

• You’re in charge of this the room; work with the Assistant and 
Junior Teachers providing them with the direcFon needed. 

• Interact and play with the babies, encouraging and loving them. Be 
loving and kind with the parents, building relaFonship with them. 

ASSISTANT & JUNIOR TEACHERS 

• Arrive 30 minutes before service for the huddle. 

• Report to the Lead Teacher in charge of your room. 

• Follow the Lead Teacher, helping them work through the 
curriculum & acFviFes provided. 

• You’re the relaFonal giant of the room. Your biggest job is to 
interact and play with the babies, encouraging and loving them. Be 
loving and kind with the parents, building relaFonship with them. 
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TEACHER “TO-DO’S” 

DURING THE WEEK 
• Respond to Planning 

Center email 
• Communicate if you can’t 

serve on your day 
• PRAY! 

BEFORE SERVICE 
• Huddle Time/LocaFon 
• Where things are in the 

nursery 
• Where supplies are located 
• Curriculum Explained 
• LocaFon of Emergency #’s 
• Check-in Process 
• Allergies 
• Room RaFos 

DURING SERVICE 
• What we expect for your 

specific posiFon 
• Changing Diapers 
• Feeding 
• When to call parents 
• Discipline 
• Touch & 2 leader rule 
• In case of EvacuaFon 
• In case of Lockdown 
• In case of Missing Child 

AFTER SERVICE 
• Check-out Procedures 
• Cleaning up 
• Taking a good post-service 

nap



goals and rouFne: Preschool  

              ADVENTURE    

               Three, Four and Five Year Olds 

ROUTINE: 

 Leader huddle   
 Check-in & Play Fme 15 min  
 Clean up    5 min 
 Circle Time   10 min 
 Lesson Time 10 min 
 CraG & Snack 15 min 

  

GOALS 

• Provide a great environment for preschoolers to learn about God’s love 

• Give kids a loving, hands-on experience 

• Build relaFonships with parents 

LOVE GOD: We help preschoolers know and love the story of Jesus. 

LOVE PEOPLE: We show that loving others means sharing and saying nice things. 

SERVE THE WORLD: We teach that serving means cleaning up our toys. 
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leader descripFons: Preschool 
MINISTRY LEADER 

• Build your team and communicate. Manage the monthly schedule, 
sending our scheduling emails and following up. Keep lists accurate 
and up to date. 

• Communicate with the children’s pastor about any needs for your 
room or any quesFons about your ministry. 

• Train new leaders, train exisFng leaders, etc. Build relaFonships with 
your teachers. 

• Foster relaFonships with parents and their babies. 

LEAD TEACHERS 

• Arrive 40 minutes before service.  

• Report to Teacher Kim. Lead the huddle.  

• You’re in charge of this the room; work with the Assistant and Junior 
Teachers providing them with the direcFon needed. 

• Interact and play with the children, encouraging and loving them. 
Be loving and kind with the parents, building relaFonship with 
them. 

ASSISTANT & JUNIOR TEACHERS 

• Arrive 30 minutes before service for the huddle. 

• Report to the Lead Teacher in charge of your room. 

• Follow the Lead Teacher, helping them work through the curriculum 
& acFviFes provided. 

• You’re the relaFonal giant of the room. Your biggest job is to sit with 
a group of kids and parFcipate in whatever the current acFvity is, 
encouraging and loving them. 
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TEACHER “TO-DO’S” 

DURING THE WEEK 
• Respond to Planning Center 

email 
• Communicate if you can’t 

serve on your day 
• PRAY! 

BEFORE SERVICE 
• Huddle Time/LocaFon 
• Where things are in the 

nursery 
• Where supplies are located 
• Curriculum Explained 
• LocaFon of Emergency #’s 
• Check-in Process 
• Allergies 
• Room RaFos 

DURING SERVICE 
• Our goals 
• What we expect for your 

specific posiFon 
• When to call parents 
• Discipline 
• Touch & 2 leader rule 
• In case of EvacuaFon 
• In case of Lockdown 
• In case of Missing Child 

AFTER SERVICE 
• Check-out Procedures 
• Cleaning up 
• Taking a good post-service nap



goals and rouFne: kindergarten & 1st Grade   

    ADVENTURE       

                    Kindergarten & First Grade 

ROUTINE: 

 Leader huddle  
 Check-in & Play Fme 20 min 
 Clean up 5 min 
 Circle Fme 10 min 
 Lesson Time 15 min  
 CraG& Snack 15 min 

GOALS 

• Provide a great environment as they learn the basics of the Bible and Jesus. 

• Give kids a loving, hands-on experience. 

• Build relaFonships with parents. 

LOVE GOD: We help Kindergarteners and first graders know and love God and know God’s Word. 

LOVE PEOPLE: We show that loving others means sharing and saying nice things. 

SERVE THE WORLD: We teach that serving means cleaning up our toys, praying for other, and showing 

kindness to those around them. 
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leader descripFons: kindergarten & 1st Grade 
MINISTRY LEADER 

• Build your team and communicate. Manage the monthly 
schedule, sending our scheduling emails and following up. Keep 
lists accurate and up to date. 

• Communicate with the children’s pastor about any needs for 
your room or any quesFons about your ministry. 

• Train new leaders, train exisFng leaders, etc. Build relaFonships 
with your teachers. 

• Foster relaFonships with parents and their children. 

LEAD TEACHERS 

• Arrive 40 minutes before service.  
• Lead the huddle.  
• You’re in charge of this the room; work with the Assistant and 

Junior Teachers providing them with the direcFon needed. 
• Interact and play with the children, encouraging and loving 

them. Be loving and kind with the parents, building relaFonship 
with them. 

ASSISTANT & JUNIOR TEACHERS 

• Arrive 30 minutes before service for the huddle. 
• Report to the Lead Teacher in charge of your room. 
• Follow the Lead Teacher, helping them work through the 

curriculum & acFviFes provided. 
• You’re the relaFonal giant of the room. Your biggest job is to sit 

with a group of kids and parFcipate in whatever the current 
acFvity is, encouraging and loving them. 
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TEACHER “TO-DO’S” 

DURING THE WEEK 
• Respond to Planning 

Center email 
• Communicate if you can’t 

serve on your day 
• Download lesson and  

prepare. 
• PRAY! 

BEFORE SERVICE 
• Huddle Time/LocaFon 
• Where things are in the 

classroom 
• Where supplies are located 
• Curriculum/Schedule 

Explained 
• LocaFon of Emergency #’s 
• Check-in Process 
• Allergies 
• Room RaFos 

DURING SERVICE 
• Our goals 
• What we expect for your 

specific posiFon 
• When to call parents 
• Discipline 
• Touch & 2 leader rule 
• In case of EvacuaFon 
• In case of Lockdown 
• In case of Missing Child 

AFTER SERVICE 
• Check-out Procedures 
• Cleaning up 
• Taking a good post-service 

nap



goals and rouFne: 2nd through 5th grade  

 QUEST  

Grades 2-5 

ROUTINE: 

 Leader huddle & Check-in  
 Game 10 min 
 Worship 12 min 
 Large Group Time 20 min 
 Kids Discipleship Groups (KDG) 15 min 
 Review & play 5 min 
   

GOALS 

• Provide a great environment make friends and worship God 

• Give kids a loving, loads-of-fun experience  

• Provide a solid knowledge of the Bible, guiding kids into a personal faith and walk with Jesus 

• Build relaFonships with parents 

LOVE GOD: We encourage kids to live like Jesus. 

LOVE PEOPLE: We teach that loving others means being like Jesus to them. 

SERVE THE WORLD: We help kids start to work out their faith. 
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leader descripFons: 2nd through 5th grade 

MINISTRY LEADER 

• Build your team and communicate. Manage the monthly 
schedule, sending our scheduling emails and following up. Keep 
lists accurate and up to date. 

• Communicate with the children’s pastor about any needs for 
your room or any quesFons about your ministry. 

• Train new leaders, train exisFng leaders, etc. Build relaFonships 
with your teachers. 

• Foster relaFonships with parents and their children. 

 LEAD TEACHERS 

• Arrive 40 minutes before service.  

• Lead and teach the large group Fme. CreaFvely tell the story, 
making it understandable for a young audience. Direct the KDG 
teachers during the service. 

• Report to the children’s pastor. Lead the huddle.  

• You’re in charge of the Assistant Teachers providing them with 
the direcFon needed. Help lead a KDG. 

• Interact and play with the children, encouraging and loving 
them. Build relaFonship with parents. 

ASSISTANT & JUNIOR TEACHERS 

• Arrive 30 minutes before service for the huddle. 

• Check-in with the Lead Teacher. 

• In Large Group Fme, follow the Lead Teacher, helping them work 
through the curriculum & acFviFes provided. 

• Be prepared to lead the KDG small group discussion and other 
acFviFes. 

• You’re the relaFonal giant of the room. Your biggest job is to sit 
with a group of kids and parFcipate in whatever the current 
acFvity is, encouraging and loving them. 
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TEACHER “TO-DO’S” 

DURING THE WEEK 
• Respond to Planning 

Center email 
• Communicate if you can’t 

serve on your day 
• Download lesson and  

prepare. 
• PRAY! 

BEFORE SERVICE 
• Huddle Time/LocaFon 
• Where things are in the 

classroom 
• Where supplies are located 
• Curriculum/Schedule 

Explained 
• LocaFon of Emergency #’s 
• Check-in Process 
• Allergies 
• Room RaFos 

DURING SERVICE 
• Our goals 
• What we expect for your 

specific posiFon 
• When to call parents 
• Discipline 
• Touch & 2 leader rule 
• In case of EvacuaFon 
• In case of Lockdown 
• In case of Missing Child 

AFTER SERVICE 
• Check-out Procedures 
• Cleaning up 
• Taking a good post-service 

nap



 goals and rouFne: Red Hills Kids teams 

  

 ROUTINE: 

 Leader huddle & Check-in  
 Game 10 min 
 Worship 12 min 
 Large Group 20 min 
 Small Group 15 min 
 Review & play 5 min 
   

WORSHIP TEAM,  WELCOME SQUAD, CHECK INS, MEDIA 

• Arrive 30 minutes before service for the huddle. Check-in and get name tag. 
• Media: Prepare the room for worship and service. 
• Check In AMendants: use Planning Center Online Check-Ins.  
• Welcome Squad greets families as they arrive 
• Worship Leaders & MoFons Team: Engage the kids with 2-3 songs that help them sing praises to Jesus. 
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descripFons: Red Hills Kids teams 

WORSHIP TEAM 
• LEADER: Help choose and curate our worship song library with 

other leaders. We use Hillsong BiG worship videos provided by the 
curriculum with a worship leader with a wireless headset.  
The Sunday you are scheduled to lead, respond to PCO and choose 
a 2-3 song set from the library. Place songs on the service run for 
that Sunday. 

• MOTIONS TEAM: The kids in our ministry can sign up to be a part of 
our worship team and are not scheduled on Planning Center 
Online. PracFce the songs and moFons. Children who are part of 
the moFons team wear their t-shirt and come up during worship 
Fme. 

• Prepare a meaningful worship experience. 
• Arrive on Fme Sunday morning for pracFce with the team.  
• Prayerfully lead worship. Engage the kids with 2-3 songs that help 

them sing praises to Jesus. 
• Be an example of worship and lead the kids, stretching them to 

praise Jesus. Also help with other tasks that are needed when 
you're not on stage.  

CHECK IN / HOST / WELCOME TEAM 
• Arrive 40 minutes before service for the huddle. 
• Make everyone feel welcome, greeFng everyone. 
• Help kids get checked in quickly; helping with “self-check” staFons 

as needed.  
• Help parents and kids who have various needs during the service 

(like early pick up).  
• Check "pick-up tags" as parents pick up kids. Ensure that every kid 

leaves with the right adult.  

LEAD TEACHERS   
• Connect with the children’s pastor the week before – let her know 

what you’ll need for your lesson/acFviFes 
• Arrive 25 minutes before service for prayer and prep.  
• CreaFvely tell the story, providing direcFon to the small group 

teachers. 
• Help kids have a fun, meaningful experience.  

MEDIA / PROPRESENTER 
• Arrive 25 minutes before service begins. Connect with Lead 

Teacher and Worship leader when you arrive.  Make sure that sound and visual needs are ready. 
• Be focused! Keep your aMenFon on whoever is leading and have slides and media cues ready as they 

lead. 
• Be a ninja. Avoid acFons that draw aMenFon away from the leader and to yourself. 
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 “TO-DO’S” 

DURING THE WEEK 
• Respond to Planning 

Center email 
• Communicate if you 

can’t serve on your day 
• Download lesson and  

prepare. 
• PRAY! 

BEFORE SERVICE 
• Huddle Time/LocaFon 
• Where things are in the 

classroom 
• Where supplies are 

located 
• LocaFon of    Emergency 

#’s 
• Check-in Process 
• Allergies 
• Room RaFos 

DURING SERVICE 
• Our goals 
• What we expect for your 

specific posiFon 
• When to call parents 
• Discipline 
• Touch & 2 leader rule 
• In case of EvacuaFon 
• In case of Lockdown 
• In case of Missing Child 

AFTER SERVICE 
• Check-out Procedures 
• Cleaning up 
• Taking a good post-

service nap



leadership: the commitment 

THANK YOU! 

Thanks for checking out our guide for becoming a volunteer at Red Hills Kids! We know this is a high 
commitment, but we believe with a high commitment comes a high reward. We get to love on kids and families 
while having a ton of fun. Here is a breakdown of the commitment we ask each volunteer to make: 

TIME COMMITMENT 

Being a Red Hills Kids volunteer is a WEEKLY to MONTHLY commitment.  

If you can't do at least monthly, you can join the sub list. We will call on you to fill in missing spots when we are 
short leaders.  

The amount of Fme you serve will be less than 2 HOURS on a Sunday. 

There are one or two TRAININGS each year. 

TOTAL: From 2 HOURS up per month (plus trainings) 
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leadership:  joining the team 

Joining the team is preMy easy and quick, but it is a process. We want to make sure the right people are serving 
our young ones. It also ensures you're serving in a spot that fits your personality and giGs.  

STEP 1  READ this enFre guide 

STEP 2 FILL OUT and turn in ABC forms:  
Are you an ADULT and signing up to serve with children for the FIRST TIME at our church?  

- ApplicaFon / Adult Volunteer 

- Background Check  

- Code of Conduct 

 Are you UNDER 18 years old and signing up to serve with children for the FIRST TIME at 
our church? (no background check needed) 

- ApplicaFon / Junior Volunteer 

- Code of Conduct 

STEP 3  We will send you a “welcome” email from PLANNING CENTER ONLINE (PCO). Follow the  
  direcFons to set up your account. You will receive emails (and texts if you’d like) from   
  your Ministry Leaders through PCO. It’s our main communicaFon with our teams. 

STEP 4  ORIENTATION/TRAINING You will walk through an orientaFon on your first Sunday with  
  your area leader or an experienced teacher. The ongoing trainings will help keep you up   
  to date on any changes and provide connecFon with your ministry team. 

Thanks for checking out our guide! We hope it has helped you see what we're all about. We hope to hear from 
you soon! 

NOTE: If you are CURRENTLY serving in Kids World, we do NOT need any forms from you. We will 
contact you when your background check is about to expire so we can keep you current. But refer to this guide 
to keep you up to date on changes in Kids World. You’re a rock star! 
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