
YOUR PRESCHOOLER IN OUR CHURCH 
 

 We are happy that you and your child are a part of the Columbus 
Avenue Baptist Church Preschool Ministry!  In order to better serve you and 
your child, the Childhood Education Committee has set the following policies.  
We look forward to partnering with you as your child grows toward God. 

 
GENERAL POLICIES 

Provisions 
1. The preschool departments are provided for children birth through 

kindergarten. 
2. Preschoolers in the four and five-year old departments attend worship 

services with their parents.  At Columbus Avenue, we believe strongly that 
families worship best together, that the family of faith is incomplete without 
children, and that children learn how to worship best as they observe the 
worship of the family of faith. 

3. The preschool departments are used for church functions only.  No one 
should leave a child for any reason other that attending a church-related 
activity except Parent’s Night Out and Social Night. 

4. The preschool facilities are available under the supervision of duly authorized 
personnel.  Childcare is available for all-church gatherings with the exception 
of fellowships.  Childcare for small group Bible studies and other meetings is 
provided when there is a minimum of ten children.  Otherwise, Childcare 
Vouchers can be utilized. 

5. Under no circumstances are children to be left in the preschool area 
unattended. 

6. Please notify the Preschool Associate in your child’s division of any allergies 
your child may have.  This should be updated yearly at promotion time. 

 
Receiving and Dismissal of Children 

1. Preschoolers six months to five years and their teachers are the only persons 
permitted in preschool classrooms.  The teacher will receive and dismiss the 
child at the door.  Siblings are to wait in the hall. 

2. No child shall be released to any person except a parent or responsible adult 
or approved family member, junior high age or older who presents the 
security label.  See “Security.” 

3. Unattended children are not permitted in the preschool classrooms, resource 
rooms, or kitchen. 

4. Parents are requested to label all items.  We provide one Columbus Avenue 
diaper bag tag for each child.   



5. No toys or books should be brought from home as they are easily lost.  
Remember, toys for babies are sanitized.  See Toy Washing Procedure. 

6. Columbus Avenue utilizes computer check-in system.  At the time of check-in, 
please be sure all of the information is correct with your full name, your child’s 
full name, and instructions for your child.  Please also provide information 
where you can be located if you should be needed. 

7. Children should be called for immediately at the close of each session.  
Sometimes even the well-adjusted child will become fearful or anxious if left 
after other children have gone.  In addition we ask that you be prompt when 
picking up your children in order to be courteous to our volunteers. 

 
PAID AND VOLUNTEER WORKER SCREENING 

 
 The safety of your child is of utmost importance at Columbus Avenue.  In 
order to ensure that all paid and volunteer workers are qualified to care for your 
child, each volunteer must meet the following criteria as outlined in The Child / Youth 
Protection Policy.  Basic tenants of this longer policy include: 
 

1. All volunteer and paid workers must undergo an application process as 
well as a criminal background check in order to serve. 

2. A worker must be a member of the church for six months or have had 
two reference checks in order to volunteer.  

3. There must be two approved volunteers in the room with children at all 
times.  Husbands and wives count as two workers with the exception 
of overnight trips. 

4. Volunteers should never visit in seclusion with preschoolers, children 
or youth.  

 
SECURITY 

 
1. All preschool children, age’s newborn through kindergarten, must be checked 

in at a computer kiosk located in the Children’s Building Visitor’s Center by his 
or her parent, grandparent, or guardian.  Two security labels with a random 
number will print out at the computer check-in kiosk.  One security label 
should be kept by the adult.  The other label will be applied to the child’s back 
or secured on his or her diaper bag.  When the adult comes to pick the child 
up, he/she must present the security label.  The teacher or Extended 
Teaching Care worker will match the numbers and your child will be free to 
go. 



2. Should the security label be misplaced, the teacher needs to check with a 
Preschool Associate. 

3. A child must not be left in a preschool room until a responsible adult, i.e. a 
teacher or Extended Teaching Care worker, is present. 

4. During childcare, Parents’ Night Out, Social Nights, meetings, etc., all doors 
will be locked magnetically.  A code will be given out to all parents at drop off.  
The code will unlock the magnetic door locks when they return to pick up their 
children that evening. 

 
FEEDING 

Babies Through Two-Year-Olds 
 Feeding of young children is a serious responsibility—it is one-on-one!  It 
takes the teacher away from other children.  For your child’s safety: 

1. The baby’s cereal and baby food should be fed at home.  Bottles brought by 
the parents will be given to each child according to his parent’s instructions. 

2. Snacks will be given each Sunday to older babies and toddlers.  Examples of 
snacks are: puffs, cereal, and goldfish and other snacks.  Please let us know 
if you do not want your child to eat a snack.   

3. Please bring a change of clothes for your child.  
 

Three-Year-Olds though Kindergarten 
If your child has any allergies which limit the eating of certain foods, let the 

Preschool Associates have a complete list of such foods so all teachers who care for 
your child will be aware of his/her special needs. 

Ideally, children should be fed before coming to preschool departments for all 
evening activities. For evening childcare, children must be able to feed themselves a 
meal they bring. For special events, feeding must be approved by the associates. 

 
EXTENDED TEACHING CARE 

 
What is EXTENDED TEACHING CARE?   

Extended Teaching Care is… 

 An extension or a continuation of Sunday School for babies through three-
year-olds during the worship service. 

 The teaching session immediately following or preceding Sunday School. 

 A period during which parents attend worship services. 
We expect all parents of preschoolers whose children use ETC to serve in 

ETC once every three months.  In addition, we ask that other adults, grandparents, 
or college students to serve in Extended Teaching Care as well.  An Extended 
Teaching Care guide outlining the schedule for the session, materials, and a snack 



will be provided when you arrive to serve.  The Extended Teaching Care schedule is 
mailed out once a quarter listing those people serving in that quarter.  If you need to 
switch with someone else on the schedule, please do so and let the Extended 
Teaching Care Coordinator know who will come in your place. 

When there are no older children, we encourage both parents to work 
together as a team.  Please note that couples may be asked to split from their 
spouse for ETC.  ETC is a wonderful learning experience for young parents.  When 
there are older children who need guidance in the worship service, we ask one 
parent to work.  Older children should not come to ETC with their parent(s).  Other 
arrangements should be made. 

Always feel free to ask the Extended Teaching Care Coordinator any 
questions you might have regarding preschoolers.  If you are not an Extended 
Teaching Care worker at this time, please contact the Preschool Office at 752-9000.  
We need you! 

 
HYGIENE 

 
 Realizing that excellence in ministry to preschoolers requires excellence in 
hygiene, Columbus Avenue, best practices in hygiene are used in the Preschool 
Ministry.  This means that: 

1.  Employees MUST wash their hands:  

 Before eating or handling food or medication  

 Before feeding a child  

 After arriving 

 After diapering a child  

 After assisting a child with toileting  

 After personal toileting 

 After handling or cleaning body fluids, such as after wiping noses, mouths, or 
bottoms, and tending sores 

 After handling or feeding animals  

 After outdoor activities 

 After handling raw food products 

 After eating, drinking, or smoking, and  

 After using any cleaners or toxic chemicals  
 

Children MUST wash their hands:  



 Before eating  

 Before playing in a water play table  

 After toileting or having a diaper changed (For infants, wash hands using a 
clean diaper wipe. Older infants who can reach for the water should wash 
their hands in the sink.) 

 After outdoor activities 

 After playing in sand 

 After feeding or touching animals, and  

 Any other time that the caregiver has reason to believe the child has come in 
contact with substances that could be harmful to the child  

 
2.  Paid Workers will spray walkers, swings, baby beds and larger toys with 
disinfectant at the end of each session. Paid workers are responsible for sanitizing 
all beds, rocking chairs, toys, and other materials after each session. 

 
 Toys will be washed according to the following procedure:   

 As much as possible, teachers should be conscious of toys going 
from the mouth of one child to another and intercept toys that need 
to be disinfected.   

 
Toys must be washed in a three step process:  

1. Soapy water 
2. Rinse 
3. Allow toys to air dry and spray with disinfectant.  Wipe the toys dry 

if they are to return immediately to play.   
 
***  At the end of the session, small toys must be placed on the counter, sprayed 
with disinfectant spray, and left on the counter to “air dry” for the next session.   
 

 
ILLNESS AND CHURCH 

 
 These recommendations are taken from the report of the Committee on 
Control of Infectious Diseases of the American Academy of Pediatrics Out of 
respect to our children, their families and our teachers, we will refuse a sick 
child.  Please do not bring a sick child to church. 
 A child should not be brought to the church for any preschool/children 
programming when any of the following exist: 



1. Fever 
2. Vomiting and/or diarrhea 
3. Any symptom of the usual childhood diseases:  Scarlet Fever (Scarlatina), 

German Measles, Mumps, Chicken Pox, and Whooping Cough  
4. Common cold – from onset to one week 
5. Sore throat 
6. Croup 
7. Any unexplained rash 
8. Any skin infection—boils, ringworms, impetigo 
9. Pink eye and other eye infections. 
10. Green or yellow discharge from the nose 
11. Any communicable diseases 
12. Lice 

In addition, 

 Children who appear ill during a church session will be isolated and their 
parents will be called. 

 Please note:  Teachers will not give mediation to any child.   

 On returning to church, child should be free of symptoms for 24 hours. 
 

 
GENERAL POLICIES FOR USE AND CARE OF PRESCHOOL DEPARTMENT 

 
1. Children older than preschool age are not permitted in a preschool 

department. 
2. A person under 17 years of age or who is in the Youth Ministry is not to be 

enlisted as a teacher.  On occasion, youth may be allowed to serve as Youth 
Helpers under the direct supervision of an approved worker as permitted by 
the Child / Youth Protection Policy. 

3. The Maintenance Staff is responsible for keeping the floor, windows, halls, 
and restrooms clean and sanitary.  Teachers and paid workers will be 
responsible for the sanitation of toys and equipment and keeping the rooms 
and storage areas clean and free from clutter. 

4. At the end of each session, volunteers will be responsible for putting away 
materials such as books, puzzles, block accessories, pictures, and left-over 
art materials. 

5. Preschoolers in the Babies through Two-Year-Old division can be promoted 
from department to department within the division, according to their physical 
development.  



6. When organizations need provisions for childcare during special events, they 
are required to notify the Childcare Coordinator several days before the 
event. 

7. Childcare for special events will not go past 10:00 p.m. 
8. Childcare will not be provided on Saturdays unless it is an all-church event. 
9. Preschool facilities will be provided for birth through three-year-old 

departments for all regular church activities.  Childcare is also provided for 
class socials and all-church events. 

In addition, childcare will be provided through grade six for class socials, Parents’ 
Night Out, etc, when prior arrangements (reservations) are made through the 
Preschool Office (752-9000). 

 
 

POLICIES FOR EMPLOYED AND VOLUNTEER TEACHERS 
 

1. Teachers in a preschool department must be active members of the church.  
Exceptions may be made for employed teachers. 

2. All teachers, both volunteers and employed, are expected to take advantage 
of all training opportunities sponsored by the church. 

3. All teachers are expected to use the church’s approved curriculum so 
appropriate religious education can take place when boys and girls attend 
church. 

4. All teachers are expected to know the children’s names, to show love, 
understanding, and acceptance for all boys and girls with whom they work. 

5. All teachers should greet children on their eye level as they arrive with a 
bright smile and warm words. 

6. Teachers are expected to sit on a child-size chair or on the floor during group 
time.  Too much moving around can be disturbing to young children.  

7. All teachers are responsible for regular contacts of absentees, prospects, and 
a continued ministry to parents. 

8. A policies handbook for employed teachers is given to each employed 
teacher when hired. 

 
PRESCHOOL PROGRAMS AND MINISTRIES 

 
 Columbus Avenue offers several preschool programs and ministries for 
children and parents.  These programs are also open to non-church members, but 
members of Columbus Avenue are given first priority. 
 Parents are strongly encouraged to choose one weekday program in which 
their children will participate.  If a parent chooses for his or her child to participate in 



both the Child Development Center and Mother’s Day Out Preschool program, they 
will be asked to pay full price for both programs effective August 2011. 
 

 
CHILD DEVELOPMENT CENTER AND FIVE DAY PRESCHOOL 

Our Child Development Center and Preschool programs are especially for working 
parents.  Our five day preschool is designed to help prepare preschoolers for 

Kindergarten. 
Ages six week though four years 

Monday-Friday, 7:30 a.m.-5:45 p.m. 
Cost available through Preschool Office, 752-9000 

Meals are included. 
 There is an annual supply fee and an enrollment fee that is equivalent to one 
week’s tuition.  The enrollment fee is refundable when you leave the center.  We use 
the Wee Learn curriculum. 

 
MOTHER’S DAY OUT 

Mondays and Wednesdays 
Summer Schedule May Vary 

9:00 a.m.-2:00 p.m. 
Ages six months through pre-kindergarten 

Cost available through Preschool Office, 752-9000 
 This program is designed with moms in mind!  Enjoy five hours of time for 
appointments, shopping, lunch with friends, etc, while your children are being cared 
for by our loving teachers. 
 
 

THREE DAY PRESCHOOL 
This program is designed to help prepare preschoolers for Kindergarten. 

Mondays, Wednesdays, and Thursdays  
September through May During the School Year 

9:00 a.m.-2:00 p.m. 
Must be four by September 1 

Cost available through Preschool Office, 752-9000 
 Schedule includes group time, Bible and present-day stories, concept and 
skill development experiences, WEE Learn Curriculum, library and discovery 
centers, computer center, music, creative outdoor play, and field trips. 
 

PARENTS’ NIGHT OUT 



 This program provides childcare at a minimal cost to parents who would like 
to have an evening for going to dinner, movie, shopping, etc.  Reservations must be 
made the Wednesday prior to the event. 

First Friday of each month 
6:00-10:00 p.m. 

Children’s Building 
Ages six weeks though sixth grade 

Cost available through Preschool Office, 752-9000 
 

SOCIAL NIGHT 
 This program offers free childcare for all adult Sunday School department 
socials on the third Friday night of the month from 6-10 p.m.  Adjustments in Social 
Night scheduling may be made due to any holidays. 
 
Please direct any questions, concerns, and situations not expressly covered by 
these policies to the Minister of Childhood Education.  Phone:  752-1655 (Church 
Office) or 752-9000 (Children’s Ministry Office). 

 


