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WELCOME 

 It is with great joy that we welcome you as part of our children and youth ministries 

volunteer staff.  Ministry to children and youth at Bible Fellowship Church would not be pos-
sible without faithful servants like you who give of their time, talent, and energy to serve the 

Lord by ministering to our children and youth.  
 This Children & Youth Ministries Worker Handbook was put together with the desire 

to better prepare you for service, and to help answer some general questions you may have 
about our ministries at BFC.  

 Please take the time to familiarize yourself with this handbook.  It contains sugges-

tions and guidelines to help enrich you ministry.  Please keep it handy as a resource as you 
minister to children or youth.  

 May God bless you with great joy as you serve Him by teaching, mentoring, and minis-
tering to boys and girls and their families.  

 
In the Lordõs service together, 
Christian Education Commission of BFC 
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their Children's Workers Handbook. 



General Guidelines 
 

Volunteer Statement of  Commitment  
 

 As a volunteer serving Bible Fellowship Church and reaching out to those 
beyond the church, you agree to be òabove reproachó so that the world will see, 
hear, and respond to the grace of  Jesus Christ; and you agree to seek a care-
ful, exemplary Christian lifestyle to encourage other believers and strengthen 
the church.  
 
You desire and agree to that the following statements describe your character 
as a Christian who desires to serve others:  
 
1. I have made a commitment to Jesus Christ my Lord.  
2. I will serve in harmony with the policies and Doctrine of  Beliefs of  our 

church.  
3. I support the church with my time and money, and by participating in the 

ministries and worship services on a regular basis.  
4. I will not use my volunteer ministry position to further my own desires.  
5. I will respect the privacy of  the people I serve, and hold in confidence infor-

mation obtained in the course of  my service.  
6. I will also respect the privacy of  fellow workers, leaders of  various minis-

tries within the church and the church itself.  
7. I, upon completion of  my service, will continue to respect the privacy and 

maintain confidentiality about those I ministered to, fellow workers, and the 
church.  

8. I will extend respect and cooperation to my fellow workers, my ministry co-
ordinator, and the leadership of  the church.  

9. I am totally committed to provide excellent ministry wherever God calls me 
to serve.  

10. I will continually assess my own personal strengths , limitations, biases, and 
effectiveness.  

11. I will seek assistance for any problem that impairs my ability to serve in this 
ministry.  
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Doctrine of Beliefs 
Taken from Bible Fellowship Churchõs Bylaws 

 

The Bible 
We believe that the Bible to be the inerrant and inspired Word of God, the complete revelation of His will for 

salvation of men, and the Divine and final authority for all Christian faith and life.  (2 Tim. 3:16-17; 2 Peter 

1:19-21) 

 

The Trinity  

We believe that there is one God, eternally existent in three persons:  Father, Son and Holy Spirit. (John 17:5; 

Rev. 4:11) 

 

God the Father 

We believe He is the One living and true God, perfect in wisdom, sovereignty, holiness, justice, mercy, and 

love.  He reigns with providential care over all life throughout history in the created universe: He hears and 

answers prayers.  He initiated salvation by sending His Son, and He is the Father to those who by faith accept 

His Son as Lord and Savior.  (1 Tim. 1:17; Psalm 86:15; Deut. 32:3-4; Gen. 1:26; 1 Peter 1:2; Heb. 1:1-3) 

 

The Lord Jesus Christ 
We believe that Jesus Christ is the Son of God , virgin born, sinless, that He died for man's sins, rose again, 

ascended to heaven, intercedes for us and will personally return in power and glory.  (Matthew 1:18; John 1:1; 

1 Cor. 15:3-4; Heb. 1:3,8; 9:24) 

 

The Holy Spirit the Comforter  

We believe that the Holy Spirit convicts the world of sin and indwells, guides and empowers the believer 

through faith. (John 14:17,26; 15:26; 16:7-11; Rom. 8:9-11) 

 

Salvation 
We believe that salvation (the new birth) comes through a personal commitment to Jesus Christ as savior and 

Lord "by turning from sin to God through faith in our Lord Jesus Christ."  It is a gift of God. (Eph. 2:8-9) 

 

The Ordinances  

We believe that water baptism by immersion and the Lordôs supper are ordinances to be observed by the 

Church during the present age.  They are, however not means of salvation (Matt. 28:19; Acts 8:36-39; 16:31-

33; 22:16; 1 Cor. 11:23-25) 

 

The Church and It's Purpose and Mission 
We believe the great commission as the primary mission of the church, i.e., to equip the church for the minis-

try of holding forth the gospel wherever they go.  We believe in the importance of a believer's baptism by im-

mersion, the prayerful observance of the Lord's Supper in remembrance of Christ's death, to be always careful 

to live godly lives in the world and to pursue fellowship and seek a ministry with the people around us. (Eph. 

1:22; Col. 1:18; Acts 2) 

 

The Last Things 

We believe in the bodily resurrection of the dead.  The believer shall be raised to everlasting blessedness and 

joy with the Lord, the unbeliever to judgment, and everlasting conscious punishment. (John 5:28-29; 1 Cor. 

15; Rev. 20:6) 

If you want a more detailed copy of BFCôs bylaws please see the church leadership.  
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Childrenõs Ministries Areas 
AWANA  

Awana stands for òApproved Workmen Are Not Ashamed,ó based on 

2 Timothy 2:15.  This ministryõs goal is to reach boys and girls with 
the gospel of Christ and train them to serve Him.  Our Awana clubs 

offer games, Bible lessons, song times, and verse memorization to 
children age 3 through 6th grade.  Our clubs meet Wednesdays evenings at BFC from 6:00 -

8:00pm during the school year.  We also server a fellowship meal from 5:15 -6:00pm.  A year -

end award ceremony are held at the end of April or early May.  
 

CHILDREN õS CHURCH  

Regular Childrenõs Church is offered to 3 year olds through 3rd grade dur-
ing the worship service each Sunday morning.  Children are usually dis-

missed from the parents to Childrenõs Church after the worship singing, 

just before the sermon.  Bible -based lessons are introduced to the children 
through age -appropriate stories, games, crafts, and songs.  

 

NURSERY  

Nursery care is available for infants through age two during both Sunday 

morning worship services.  A sign -in and information sheet is available on 
the bulletin board just outside the door.  Volunteers use this as a way to 

know how to best take care of each child.  BFC also offers childcare for 

children up through 5th grade during certain special events and meetings.  
 

SUNDAY  SCHOOL  

Sunday school meets at 8:30am before the morning worship service.  
Classes are offered for ages 3 through high school.  All children are taught 

Bible -based lessons, including a variety of activities, games, songs, and 
crafts.  Students are promoted to the next grade level every June 1st; typi-

cally the first Sunday in June.   

 

VACATION  B IBLE  SCHOOL  

VBS week is usually in July each year and meetings each weeknight from 

6:15 -8:30pm.  VBS serves children and youth ages 3 through eighth grade.  
BFC youth who have completed 8th grade are able to join the adults serving 

as VBS staff.  
 

CHRISTMAS  PROGRAM  

BFC elementary and middle school students perform a Christmas musical 

each year.  During this experience, children learn Christmas songs, ac-
tions, and acting skills.  Children meet on Sunday afternoons for rehears-

als during late October through December.  The musical is usually per-
formed the second or third Sunday evening in December and is preceded 

by songs performed by our 2 years olds through kindergarteners.   
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Guiding our youth to "Grow Deeper" in their relationship with God  

and  to "Go Wider" in their influence! 
 

7THñ8TH GRADE   6:00 -8:00 PM   WEDNESDAYS AT BFC!  

IGNITE  is here to start a Jesus revolution!  Our ministry exists to show how awesome, fun, 

and amazing God truly is!  Are you excited about God?  After coming to IGNITE , it will be hard 

not to be!  Our nights are full of wild and crazy games, interactive lessons and challenging 

small groups.  Our theme verse is Jeremiah 20:9, But if I say, "I will not mention him or speak any 
more in his name," his word is in my heart like a fire, a fire shut up in my bones.  I am weary of holding 
it in; indeed, I cannot.ò (NIV) 

9THñ12TH GRADE   6:00 -8:00 PM   SUNDAYS  AT BFC!  
The definition of radiate is ñto extend, spread, or move like rays of light from a central point.  
To glow with cheerfulness or joy.ò  And that is what we strive to do: to radiate Christ because 

He is our center, our reason for our joy!  Each Sunday night we get together to experience the 
wonderful power of God through prayer, worship, and Bible study.  Our goal is to train youth to 
radiate Christ from the inside-out!  Our theme verse is 2 Corinthians 4:5-7, ñWe donôt go around 
preaching about ourselves; we preach Christ Jesus, the Lord.  All we say about ourselves is that we 
are your servants because of what Jesus has done for us.  For God, who said, ñLet there be light in the 

darkness,ò has made us understand that this light is the brightness of the glory of God that is seen in the face of Jesus Christ.  But 
this precious treasureðthis light and power that now shine within usðis held in perishable containers, that is, in our weak bodies.  So 

everyone can see that our glorious power is from God and is not our own.ò (NLT) 

9THñ12TH GRADE   6:00 -8:00 PM   WEDNESDAYS DURING  THE SCHOOL  YEAR! 
Websterôs Dictionary defines a ñclusterò as: ñA group of the same or similar elements gathered 
closely together.  To gather or grow in bunches.ò  Clusters are our high school small group 

ministry that is designed to combine people of similar interests to learn, grow, and mature in 
their faith together.  Youth meet in various homes throughout the community, separated by 
gender.  It is our ñnext stepò in deepening a youthôs faith.  Acts 2:46, ñEvery day they continued to 
meet together in the temple courts.  They broke bread in their homes and ate together with glad and 

sincere hearts, praising God and enjoying the favor of all the people.ò  (NIV) 
 

Yearly Special Events: 
Ý Duct Tape Banquet (Spring) 
Ý Retro Night (Fall) 
Ý C.D.Y.C. (Central District Youth Conference) (Late Fall) 
Ý New Yearôs Lock-In (Winter) 

Ý Other Events: High School Mission Trips (every other year), service projects, concerts, camp outs, and many more! 
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Awana Doctrinal Statement 

THE BIBLE 
We believe that the Bible, both Old and New Testaments, is supernaturally inspired, so that it is inerrant in the original manuscripts and preserved by 
God in its verbal and plenary inspiration, so that it is a divinely authoritative standard for every age and every life. (Matthew 5:18; 1 Corinthians 2:13; 

2 Timothy 3:16-17; 2 Peter 1:21) 

GOD 
We believe in one God that eternally exists and reveals Himself in three persons - Father, Son, Holy Spirit - having each the same nature, attributes 
and perfections, worthy of the same worship and confidence. (Matthew 3:16-17, 28:19; John 1:1-2, 14, 10:30, 14:15-17; 1 Corinthians 8:6; 2 Corin-
thians 13:14)We believe in God as absolute and sole Creator and Sustainer of the universe, and that creation was by divine command, from nothing 
and not through an evolutionary process. (John 1:3, 10; Acts 17:24-25; Genesis 1:1)  We believe that God, by His sovereign choice and out of love 

for men, sent Christ into the world to save sinners. (John 3:16; 1 Timothy 1:15; 1 John 4:14) 

GOD THE SON 
We believe that Jesus Christ was fully God in the flesh and fully man, that He was born of a virgin and that He lived a sinless life, in which He taught 
and performed mighty works and wonders and signs exactly as revealed in the four gospels. We believe that He was crucified, shed His blood, died 
to pay the penalty for our sins and was raised bodily from the dead on the third day. Forty days later He ascended to the Father's right hand where 
He is Head of the Church and intercedes for believers. From there He is coming again personally, bodily and visibly to this earth to set up His millen-
nial kingdom. (Isaiah 7:14, 9:6; Hebrews 1:1-2, 7:25; Luke 1:30-35; Ephesians 4:8; John 1:1-5, 10-14, 14:3; Colossians 2:9; 1 Corinthians 15:3-4; 

Acts 1:3,11; Revelation 20:4) 

GOD THE HOLY SPIRIT 
We believe that the Holy Spirit is a person and is God, possessing all the divine attributes. He convicts of sin, regenerates, indwells, baptizes and 
seals all believers at the moment of their salvation, filling them in response to yieldedness with the goal of conforming them to the image of Christ. 

(John 3:5, 16:7-11; Acts 5:3-4; Ephesians 1:13, 4:30, 5:18; 1 Corinthians 6:19, 12:13) 

MAN 
We believe that man was created in the image and likeness of God, but that in Adam's sin the race fell, inherited a sinful nature and became alien-
ated from God. We believe that all men are morally corrupt, and of themselves utterly unable to remedy their lost condition. (Genesis 1:26-27; Ro-

mans 1:18, 3:23, 5:12; Ephesians 2:1-3, 12) 

SALVATION 
We believe that salvation is a gift of God and is received by man through personal faith in Jesus Christ and His sacrifice for sin. We believe that man 
is justified by grace through faith apart from works and that all true believers, once saved, are kept secure in Christ forever. (Acts 13:38-39; Romans 

4:5, 6:23, 8:1, 38-39; John 10:27-29; Ephesians 2:8-9) 

THE CHURCH 
We believe that the true Church is composed of all persons who are regenerated by the Holy Spirit through saving faith in Jesus Christ; that they are 
united together in the body of Christ of which He is Lord and Head; and are commissioned for the God-given tasks of worshiping, fellowshipping, 
teaching, evangelizing and exercising the spiritual gifts. (Acts 2:42,47; Romans 12:5; Ephesians 1:22-23, 5:23-24; 1 Corinthians 12:12-14; 2 Corin-
thians 11:2)  We believe that the establishment and continuance of the local church is clearly taught in the New Testament Scriptures. (Acts 14:27, 
20:17, 28-32; 1 Timothy 3:1-13; Titus 1:5-11)  We believe that the local church is autonomous and free of any external authority or control. (Acts 13:1-

4, 20:28; Romans 16:1, 4; 1 Corinthians 3:9, 16, 5:4-7, 13; 1 Peter 5:1-4) 

THE ORDINANCES 
We believe the ordinances for the believer are water baptism by immersion and the Lord's supper as a memorial. They are, however, not to be re-
garded as a means of salvation. But both of which are an evidence of obedience and fellowship with the Lord. (Matthew 28:19-20; Acts 2:38, 41, 

8:12, 35-38; Luke 22:19-20; 1 Corinthians 11:23-29) 

THE CHRISTIAN LIFE 
We believe that a Christian should walk in holiness and not after the flesh, with the goal of being conformed to the image of our Lord and Savior Je-
sus Christ. As a new creation, walking in the Spirit, the Christian learns to grow in faith, in obedience to Scripture, in prayer, in fellowship with the 
saints and in a life of service. We believe that the Christian will stand before the judgment seat of Christ to have his life evaluated according to his 
deeds. (Galatians 5:16-26; Hebrews 10:25; Ephesians 4:20-24; Hebrews 11:6, 12:1-2; John 17:17; Ephesians 6:18; Romans 8:29; 2 Corinthians 

5:10; 1 Corinthians 3:10-15) 

THE SECOND COMING 
We believe in the personal, premillennial and imminent coming of our Lord Jesus Christ. We believe in the bodily resurrection of the dead, of the believer to 
everlasting glory and the unbeliever to judgment and everlasting conscious punishment. (1 Thessalonians 4:13-18; 1 Corinthians 15:51-52; Titus 2:11-13; 
John 14:1-6; Matthew 25:46; Revelation 20:11-15; 2 Peter 3:10) 

6 



Awana Standards 
 

1. Respectful language is always expected.  Address all adults as Mr., Mrs. Or Miss.  
 

2. Care and respect should be shown to all property.  
 

3. Pushing, shoving, rough housing and fighting are not allowed.  
 

4. Running is only allowed during game time.  

 
5. Chewing gum, snacks, all drinks, toys music, music players, etc. should be left home.  

Leaders have instructed to place such items up until the end of the evening.  
 

6. Awards are presented only to clubbers wearing their uniform.   
 

7. There is to be no skate boarding, roller blading, or wearing wheelie shoes on church 

grounds, before, during or after AWANA.  
 

8. When 5 count is used on the entire group of children, each clubber is expected to be 
waiting quietly for instructions for the next activity by the count of five.  

 
9. If you are well enough to participate in all events, including game time.  

 

10. PLEASE NOTE: After AWANA ñSparks need to stay in the gym, Cubbies stay in their 
room, and grades 3 -6 stay in the chapel until their parents or driver comes to get them at 

the end of each evening.  
 

11. If youth are in the building, they will report to their designated rooms at 6pm and stay 
there until opening ceremony at 6:15pm.   

 

12.  DRESS CODE: Please remember to:  
 - Wear no clothing that promotes alcohol, tobacco, or anything that is illegal to use  

 - Wear no clothes showing a bare midriff; no muscle shirts, extreme shorts, or sag
 ging pants/shorts  

 - Must wear tennis shoes  
 *** Be aware that if you wear something inappropriate, you will be asked to cover up 

 for the evening.  

 
13. We have developed ABOVE THE LINE and BELOW THE LINE behavior guidelines for all 

clubbers which will be explained to them the first night.  Any below the line behaviors will be 
dealt with immediately.  

 
14. Remember that these standards are for your protection and help the AWANA evening to 

run smoothly.  We want everyone to be able to enjoy a great AWANA club.  
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You, the Volunteer 
 

Qualifications to Serve  
 BFC believes that the ministry of teaching children and youth is a high calling and de-
sires to use our God -given gifts and abilities to the glory of God.  As a Children and Youthõs 

Ministries volunteer, we expect you to:  
 

1. Live a life that is pleasing to the Lord and in accordance with the Word of God.  

2.  Have a deep desire to communicate Christõs love to children and youth, to lead them to a 
meaningful commitment to Christ, and to encourage growth in their Christian walk appropri-

ate for their age.  

3.  Be faithful in attendance to your ministry.  

4.  Arrive at least ten (10) minutes before your ministry begins unless directed differently.  

5.  Attend worship services regularly.  

6.  Be in agreement with Bible Fellowship Churchõs doctrine of beliefs. 

7.  Follow our Child Protection Policy which includes completing a worker registration form.  

8.  Have a proper training or orientation class before working with children and youth.  

9.  Continue to take advantage of training opportunities as they become available.  

10. Continual Prayer for your ministry and BFC in general.  

 
 
 

What to Do If  You Will Be Gone  
From time to time each of us has the need to take some time off from ministry.  This could be 
for vacations, illness, emergency, or other scheduling conflicts.  Compiling a schedule and 

submitting it to your ministry coordinator or leader would be very helpful.  
 

If you need to be gone, please do the following:  

 
Planned : 

1.  Let your coordinator or director know the dates you will be gone.  
2.  If a substitute is needed, please secure one as soon as possible and give them the follow-

ing information:  

 A. Date(s) you will be gone  

 B. Where your ministry meets  

 C. Location of curriculum materials and supplies needed  
 D. Average number of children or youth  

 E. Who to contact if help is needed  

3. After securing a sub, or if you need help finding one, contact your ministry coordinator.  

 
Emergency or Illness:  

1.  Call your coordinator or leader as soon as possible (or first thing in the morning).  

2.  Let the person know where to find the curriculum materials and supplies.  

3.  Share the average attendance numbers.  
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Shepherding and Ministering to Children & Youth  
 
 We believe children and youth learn best by what is modeled and taught 
to them.  It is vital to demonstrate Christõs love and care to every child.  Be-
cause we want to encourage a life -changing Biblical worldview, we need to 
teach to the mind, soul, spirit, and heart of  each child and youth.  Here are a 
few suggestions to help you shepherd and minister to children and youth:  
 
¶ Be There Early: Get to your area early enough to welcome parents, children, 

and youth.  Not only will this give you enough time to set up, but it will also 
demonstrate that you take your ministry seriously enough to meet them as 
they arrive.  

 
¶ Be Genuine: The children or youth under your care must know that you love 

them and are there for them.  Many children and youth are nervous about 
coming, and a smile and warm greeting, with a little excitement on the 
workerõs part, makes most children and youth feel loved, accepted, and ea-
ger to be part of  the activity.  

 
¶ Be Open and Flexible: Try not to teach just facts; try new ways to teach 
Godõs Word to the kids or youth.  Be as open as is appropriate and allow the 

children and youth to see how God has used His Word to teach and mold 
you.  Be a living lesson to your children.  Teach as Jesus taught, with lots of  
object lessons.  

 
¶ Be Prepared and Prayerful: Little will ever be accomplished that has lasting 

value unless it has been prepared and covered with prayer.  Take time to 
prepare and pray regularly for those children and youth you serve.  If  you 
align yourself  with God is preparation and prayer, you focus will be more at-
tuned to opportunities to minister grace and encouragement.  

 

 

Develop a Servantõs Heart 
 

ɼDonôt be selfish; donôt try to impress others. Be humble, thinking of others as better than yourselves. 
Donôt look out only for your own interests, but take an interest in others, too.  You must have the same 

attitude that Christ Jesus had.  Though he was God, he did not think of equality with God as something to 
cling to.  Instead, he gave up his divine privileges; he took the humble position of a slave and was born 
as a human being.  When he appeared in human form, he humbled himself in obedience to God and 

died a criminalôs death on a cross.ò Philippians 2:3-8 
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In The Classroom 
 

Staffing Guidelines  
 
 For the safety of  all our children and youth and for the best teaching  
atmosphere, the following staffing guidelines have been established:  
 
1. Generally, the child/worker ration should be:  
 A. Birth to 12 months ñone worker per two children  
 B. Ages one and two ñone worker per four children  
 C. Age three through kindergarten ñone worker per six children  
 D. Grade 1st ñ 5thñone worker per ten children  
 E. Grade 6th ñ12th grade ñone worker per ten youth  
2. When the ratio needs are not met, the following steps should be taken:  
 A. Ask a parent to stay until the ratio is met  
 B. Combine classes to meet proper ratio  
 C. Close the class until qualified worker are secured to meet ratio  
 D. Cancel class until qualified worker are secured to meet ratio  
 
** Avoid being alone with a child or youth if  at all possible.  If  you must, make 
sure to keep the door open and notify a teacher or other adult in a nearby 
classroom.  Nursery workers should make sure they entry door is open and the 
gate is latched.  
 

Top Ten Tips for Having a Terrific Teaching Time  
 
1.  Be spiritually prepared.  Have a heart that is open to the Lord and to what 
He wants you to teach.  
2. Be at ease with what you will be teaching and the schedule for the day.  
3.  Check the roomõs conditionñis it too hot, too cold, too noisy, too cluttered, 
etc.  

4. Be on time with supplies ready when the first child and youth arrives.  
5. Have a lesson prepared with a goal and application.  Use activities to en-
hance the lessonõs goal. 
6. Be age and developmentally appropriate  
7. Use a variety of  teaching methods.  Involve students.  
8. Be flexible: with kids, you never know what will happen and who will say 
what.  Many times, the unexpected is a great opportunity to teach spiritual 
truths.  
9. Smile, be friendly, and engage the students in conversation.  
10. Pray for the class, yourself, and your students.  
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Discipline Guidelines  
Below The Line Behavior:  

** Rudeness/meanness/disrespect to people, objects, or the room  
** Not listening/punctual/participating  
** Inappropriate language/clothing  
** Physical pushing/shoving/kicking/hitting  
** Stealing shares or anything else  
** Not sitting buckled in van or trashing van  
** Purpling (Guys and girls doing inappropriate behavior together)  
 

Bottom Line Behavior:  

** Running from leadership/hiding/undermining leadership  
** Physical fight/tripping/biting  
** Verbal outburst/swearing  
** Not obeying  

Discipline Helps  
You can have the best lesson in the world prepared, but it will not be beneficial 
to the child or youth if  the environment makes it impossible for the message to 
be heard and received.  Here are some helpful hints to assist you:  
 
¶ Move around the room and among the students.  With the teacher in close 

proximity, the students are more likely to pay attention.  
¶ When working with younger children, encourage them to sit on the floor at 

your feet so you have access to them.  
¶ Establish the standards early and state them simply.  
¶ Focus on positive behavior.  Emphasize what the student needs to  do, rather 

than on what they are dong wrong.  
¶ Talk to  the child or youth, not at  the child or youth.  
¶ Identify the misbehavior and make sure that the student knows why the be-

havior is unacceptable or inappropriate.  
¶ Learn to discriminated between childish behavior and disruptive behavior.  

¶ For the children and youthõs safety, we do not allow hitting, biting, pushing, 
or kicking of  any kind.  If  a child or youth is doing any of  these things, please 
stop what you are doing and immediately talk with the child or youth.  If  the 
behavior continues, notify or take the child/youth to his/her parent or guard-

ian.  If  you need to leave the classroom or ministry area, be sure that the re-
maining children/youth are properly supervised in your absence.  

¶ Remember that the directors or BFCõs staff are available to help solve disci-
pline problems.  

¶ Set an example with your own behavior.  Your actions always speak louder 
than your words.  

¶ Remember to consistently pray for your class.  
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Ideas for Correcting Inappropriate Behavior  
 
1.  Leaders sits beside troublemaker -on both sides if  necessary  
2.  Keep them distracted with something positive to avoid destructive behavior  
3. Place them in front, not as punishment, but as òspecial helperó - and have 

them help.  
4. Pull them aside and explain that they can either be a positive influence on 

others or a negative influence (older kids)  
5. Lose a share (in Awana)  
6. Lose game time ñif  a Director or Leaders does this, then they need to stay, 

or find someone to stay with, that child.  
7. Sit in corner/by self ñtime out  
8. Lose store privileges (Awana)  
9. On vanñcanõt ride next week. 
10. On vanñIf  not sitting down buckled up, try sitting along the road until they 

do -even if it means they miss supper (Weõll give them supper during game 
time, but they donõt know that.  Hopefully, peer pressure will convince them.) 

11. Will not be allowed to attend the next week (Talk to leadership beforehand).  
12.  Have parents attend next week (or threaten to have them attend)  
 

Three Strikes and Your Out  
 

FIRST  M ISBEHAVIOR : A verbal warning to the child or youth.  Be calm do not 

show emotion but be as firm as possible.  Do not make deals or compromise.   
 

SECOND  M ISBEHAVIOR : A disciplinary action needs to take place.  Depend-

ing on the child/youth and situation whether that is a time out or something 
more severe.  Again be calm but firm.  Explaining to the child/youth that this is 
their second warning.  If  parents are available explain the situation to them.  
 

THIRD  M ISBEHAVIOR : The child/youth will not be allowed to attend the minis-

try the next week (or more).  Once they come back they have no more chances 
one more misbehavior and they are gone for the rest of the ministryõs year.  Af-
ter the third misbehavior parents need to be contacted and explained the situa-
tion.    
 

Leaders have the right and responsibility to correct inappropriate behavior.  If you 
feel it is out of your league, get a director, commander, pastor, or the ministryôs 

leadership.   
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Helping in a Classroom  
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Arrival  

Be early so you can welcome children/youth to your class.  Their first impression 

makes a difference.  When you are the first one in the class, everyone feels more 

secure, comfortable, and safe. 

 

 
Disruption  

Sit by the child causing the disruption.  It greatly helps the teacher if he/she does 

not have to stop teaching to correct misbehavior.  If the child/youthôs behavior 

does not improve and becomes a big disruption, the child should be taken to his/

her parent. 

 
Free Time  

Play with children/youth, read books, and have fun!  Bring Jesus into your play 

by discussing Him with them.  And build relationships! 

 

 
Craft Time  

Help make sure names are on papers and crafts.  Discuss the Bible story and ask 

questions.  Organize the craft papers and put away any unused supplies when the 

children/youth are finished. 

 

 

Activity Pages  

Encourage the children/youth to complete their worksheets.  Ask them questions 

about the story, and answer any questions they may have.  Keep those who finish 

early occupied. 

 

 
Snack Time  

If your class has a snack, clean the tables prior to giving food or drinks to the 

children/youth.  Help hand out napkins, cups, and food to the children/youth.  

Pray before eating.  Be aware of food allergies! 

 

 
Crying Child  

If itôs a child/youthôs first day, you will need to give him/her close attention.  This greatly 

helps the teacher because he/she can not devote all of his/her attention to one child/youth 

when overseeing the room activities.  If the child/youth does not eventually integrate with 

the activities and continues to cry, talk with the teacher about finding the parent. 

 

Bathroom 

For the younger children, you can walk a large group to the restrooms.  Encour-

age children to clean up and move to the next activity when the teacher directs 

the class to do so.  Children in 1stð5th grade may use the restroom or get a drink 

in pairs using the ñbuddy system.ò  

 
Transition  

Help the teacher make smooth transitions from one activity to another.  Including 

keep the younger children in lines at all time. 

 

 
All the Time  

Enjoy the children/youth!  Get to know their names.  Develop relationships with 

them.  Let them know you love Jesus.  You can influence them to know Jesus, 

too!  Ask the teacher how you can serve him/she better.  See if he/she would like 

you to help lead part of the class.   



Reducing the Risk of   
Physical & Sexual Abuse  

 

Defining Sexual Abuse  
    A.  Touching  

 1. Fondling ñtouching the body on private parts  
 2. Inappropriate kissing  

 3. Intercourse (consensual or non -consensual)  

 4. Oral or anal intercourse  
 

    B.  Non -touching   
 1. Sexual remarks  

 2. Showing pornography  
 3. Watching any sexual activity  

 4. Exhibitionism  

 
Detecting Sexual Abuse  

· Most cases of sexual abuse go undetected. There may be no apparent physical signs, or 
there may be physical signs detected only through medical examination  

· The cases that are  reported are generally reported by abused children to their parents, 
siblings, or other caretakers ñoften in the form of casual remarks that lead the lis-

tener to query further  

· Most children say nothing. They may not realize that what was done to them was wrong. Or 
they may be too embarrassed or frightened to speak up. They may not want to get the 

offender in trouble ñespecially if a friendship has developed between offender and 
victim   

· In some cases, telltale physical or emotional signs may arouse your suspicion. In its publi-

cation The Educator's Role in the Prevention and Treatment of Child Abuse and Ne-
glect , the National Center on Child Abuse and Neglect outlines certain indicators of 

sexual abuse  
 

Physical indicators  
 Difficulty in walking or sitting  

 Torn, stained, or bloody underclothing  

 Pain or itching in the genital area  
 Bruises or bleeding in external genitalia, vaginal or anal area  

 Venereal disease, especially in preteens  
 

Behavioral indicators  
 Unwilling to change for gym or participate in physical education class  

 Withdrawal, fantasy or infantile behavior  

 Bizarre, sophisticated, or unusual sexual behavior or knowledge  
 Poor peer relationships  

 Delinquency or running away  
 

These signs can be indicative of other problems and are not exclusively tied to sexual 
abuse. But the repeated occurrence of an indicator, or the presence of several indicators 
warrants further investigation.  
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Child Protection Policy  
 
 We strive to make Bible Fellowship Church a safe place for every child.  These guide-

lines are in place to protect both the children, youth, and the workers who serve.  All chil-
dren & youth workers must be aware of and adhere to BFCõs child protection policy. 

 
1. Prior to beginning volunteer service, all workers are required to:  

 A. Complete a children and youth worker registration form.  

 B. Pass a background check.  
 C. Be approved by the ministryõs leaders and the Christian Education Commission 

2. Parents are welcome to observe their childõs class or activity.  If a parent desires to ob-
serve more than two weeks, he/she must complete a Children & Youth Worker Registra-

tion Form and receive permission from the ministry coordinator.  
3. When a classroom is in use  

 A. A room without exterior windows must have the lights on  

 B. The window(s) to the hallway must remain uncovered or the door must remain 
 open.  

 C. Avoid being alone with a child if possible.  If not possible, make sure to keep the 
 door open and notify a teacher or other adult in a nearby classroom.  Nursery  

 workers should make sure the entry door is open and the gate is latched.  
4.  When taking young children to the restroom, workers should only enter the restroom 

stall to assist the child when absolutely necessary.  Older children should go in pairs, using 

the òbuddy systemó, when using the restroom or getting a drink. 
5. Be cautious when using physical contact with a child.  Touching and/or hugging should 

be done in the presence of another adult and in an open area.  
6. Prior to holding an event, all special activities should be approved by the Christian Edu-

cation Commission.  

7. If a teacher or worker desires to meet with a  child individually off -site, he/she should re-
ceive specific permission from the parent/guardian.  An explanation should be made in 

regard to what time the child will be picked up, returned, and where they will be.  Meet-
ings should be in public places.  

8. If a worker believes a child is in an unsafe or abusive environment, he/she must immedi-
ately contact a church staff member.  Such reporting is mandated by law.  Failure to re-

port suspicious activity could result in legal action against BFC and the person(s) re-

sponsible for the childõs care while at BFC. 
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Definition of  Child Abuse  

As defined by òThe National Committee for Prevention of Child Abuseó 
 

Physical Abuse : Non -accidental injury, which may include beatings, violent shaking, hu-

man bites, strangulation, suffocation, poisoning or burns.  The results may be bruises and 
welts, broken bones, scars, permanent disfigurement, long -lasting psychological damage, 

serious internal injuries, brain damage, or death.  
 

Neglect : The failure to provide a child with the basic needs including food, clothing, educa-

tion, shelter, and medical care; also abandonment and inadequate supervision.  

 

Sexual Abuse : The sexual exploitation of a child by an older person as in rape, incest, fon-

dling, or pornography.  It may be done for the sexual gratification of the older person, or of a 

need for power, or for economic reasons.  
 

Emotional Maltreatment : A pattern of behavior that attacks a childõs emotional develop-

ment and sense of self -worth, such as a constant criticizing, belittling, manipulation; also 
providing no love, support, or guidance.  

 
Child Abuse Reporting Guidelines  

 

 Bible Fellowship Church cares deeply about the safety and welfare of our children 
and youth in our care.  If a staff member or worker in childrenõs ministries knows or is rea-

sonably certain that a child has been abused, according to the National Committee for Pre-

vention of Child Abuse, the following steps are to be taken:  
 

1. Report the suspected abuse to the ministryõs leadership or church staff. 

2. Do NOT interview the child regarding the suspect abuse.  

3. Discuss the suspected abuse only with the ministryõs leadership and/or ministryõs lead-

ership.  It is important that both the names of the suspected child abuse victim and possi-

ble abuser be kept confidential.  

4. The person reporting the suspected child abuse should write up an òIncident Report.ó  

This report should be completed within 24 hours of becoming aware of a suspected 

abuse incident and given to the ministryõs leadership. (keep a copy and give the original) 

5. Once suspected child abuse case has been reported to the ministryõs leadership or 

church staff, it will be reported to the appropriate governing agency.  

6. Be prepared to cooperate fully with the investigation conducted by law enforcement offi-

cials or Child Protective Services.  

7. A designated spokesperson will be appointed to make any necessary statements or re-

sponses to the congregation, public or media if a response is needed.  

** C O N F I D E N T I A L **  
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Policies and Procedures 
 

Facility Use  
 
 All events and room usage needs should be pre -approved by the church 
office and stewardship commission at least two weeks in advance.  Regular 
events and ministry needs are pre -approved by the staff  member under whose 
area of  ministry the event falls.  If  you desire to have a special meeting or 
event, please see your director or a BFC church staff.  
 

Room Usage  
 
We are very thankful to God that our rooms are used for many different activi-
ties that glorify Him.  However, because you share your room with other minis-
tries, we need you to follow a few simple guidelines before leaving your room 
or area.  
 
1. Please make sure all supplies, books, and toys are put away in their appro-

priate place.  
2. Please make sure all desks or tables are cleared off  and thoroughly wiped 
clean.  
3. If  a child has left his/her papers, please put them away with your supplies 
until you meet again, place them in the familyõs mail slot, or throw them away. 
4. Do not leave food or drinks in the classroom.  
5. If  a mess was made on the floor, please vacuum it up.  You will find a vacuum 
in either the basement or main floor utility closet.  
6. Above all, be considerate of  others and leave the room as nice as you would 
like to find it.  
7. When using tables, chairs, or other furniture please place them back where 
they were found after you are done.  
8. When leaving, please turn off  the lights.  
 

Equipment Reservation  
 
 If  you desire to use equipment, such as a TV with a VCR/DVD player, over-
head projector, or digital camera, or even tables or chairs, please see the 
church office before use.  A weekõs notice should be sufficient.   
 

If  you would like to reserve a room or a facility please fill out the  
òFacility Request Formó in the back of this book and return to the church office 

for approval by the stewardship commission.   

17 



Video/DVD Player Usage  
 
When incorporating a video/DVD into your ministry, please keep in mind:  
¶ The video/DVD should be Christ -honoring and age -appropriate.  

¶ Videos/DVDs rated ôGõ are allowed to be shown during BFC childrenõs events. 

¶ Videos/DVDs with a ôPGõ rating are allowed to be used during youth events 
¶ Some older family movies are unrated.  Check with your director or BFCõs church staff 

before use.  
¶ The church library has a collection of videos/DVDs appropriate to show during BFC 

events.  

 

Printing Copies  
 
If you need copies made for your ministry area, please follow these guidelines:  
¶ Do not violate copyright laws.  
¶ Plan ahead.  We would prefer that you contact the church office a day or two before you 

need the copies.  The office staff will be happy to assist you.  

¶ From time to time you may need to make a few copies for personal use.  BFC would ask 
for a small donation to help offset the cost to the church.  Ask the office staff for assis-

tance.  

 

Lost and Found  
 
¶ If Bibles, clothing, or other personal objects were left in the room, leave them for two 

weeks and try to contact the owner.  
¶ At the end of two weeks, please bring the items to the church offices or place them in the 

lost and found box above the copier.  

¶ After six weeks, the items still unclaimed may be given away.  

¶ All valuables, such as purses or wallets or mp3 players, should be brought to the office 

immediately after your class or activity.  

¶ Any inappropriate or dangerous items (books, magazines, knives, etc.) should be 

brought to the office immediately after your class or activity.  

 

Money Vouchers  
 
Vouchers are to be filled out if you want to receive payment back from purchasing items for 
ministry purposes.  
¶ The voucher has to be filled out completely to receive payment.  
 Where the funds need to come from, date, amount, who to pay, reason for voucher, chairpersonõs signature... 
¶ Each filled out voucher needs to be returned to the òtreasurer boxó found in the secre-

taryõs office. 

¶ Each voucher needs to be signed by the chairperson of the commission or committee in 
which the funds come from.  (Example: Awana needs to be signed by the Christian Edu-

cation Commission)  

¶ Items of over $500 needs to have 2 signatures for approval.  
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Resource Closets  
 
God has blessed us with many resources.  With these blessings comes the re-
sponsibility of  good stewardship.  Therefore, please use the supplies and re-
sources wisely.   
The BFC Christian Education closet is on top of the ramp just before you enter the chapel. 
The Awana closet is in the gym next to the womenôs locker room. 
The youth ministry closest is under the stair case between the Awana room and Youth Pastorôs office  

¶ Take only the supplies you need.  
¶ If  you borrow an item, if  supplies run low, or if  you donate items, please let 

our church office know so we can keep records.  
¶ Return left -over supplies to their proper place when you finish.  
¶ If  you need a large quantity of  supplies or cannot find something, talk to the 

church staff  about securing the items you need.  
 
 

Off -Site Trips  
 
If  your ministry will be taking children/youth on a trip off -site without parents, 
follow these guidelines:  
¶ Have an approved flyer sent or given to parents two weeks prior to the 

event.  
The Flyer must state:  
 - Name of  ministry  
 - Date and time of  event  
 - Name, address, and phone number of  destination  
 - Time and point of  departure and return  
 - Cost (if  any)  
 - Contact name and number/email for additional information  
¶ Before leaving, a signed permission slip and medical release form are re-
quired for each child.  Check with BFC churchõs staff to see if the children/
youth already have forms on file.  

¶ Each driver will need to provide a copy of his/her current driverõs license 
and proof  of  insurance to the coordinator/leader -in-charge and agree to fol-
low all traffic laws, including speed limits.   

¶ Each driver will need to bring the medical release forms for the children/
youth they transport.  

¶ A list of  drivers with their passengers must be posted on the office door or 
given to a member of  the office staff.  Adding the cell phone number of  the 
driver or other adult passengers is strongly encouraged.  A sample trans-
portation form is located in the back of the Handbook under òFORMSó. 
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Accident Guidelines  
  
 If  a MINOR accident should occur, use a first -aid kid found in the gym or 
Awana closet.  If  needed, a larger first -aid kit is located in the church office.  
Ice packs are available in the kitchen freezer.  Do not give any medication 
unless directly instructed to by the parent/guardian.   
 
If  a SEVERE accident occurs, we recommend that you:  
¶ Stay calm  
¶ Follow standard first -aid procedures.  (If  you are uncertain about standard 

care, please contact the church office before you begin your responsibilities 
with children)  

¶ Call 911  

¶ Contact your coordinator/leader -in-charge.  

¶ After securing care for the child, please write up an Incident Report and 
leave it in the church office.  A sample is under FORMS at the back of  this 
handbook.  

 
 
 

Training Expectations  
  
 The Christian Education Commission expect all volunteers working with 
children at BFC to meet high standards.  Adults, teens, and youth working with 
children must fill out a Worker Registration Form.  The form requests informa-
tion regarding experience, background, and spiritual journey.  This information 
is kept confidential and must be updated annually.  
 
 The Christian Education Commission expects youth, teens, and adults to 
be properly be trained before working with children.  A training opportunity is 
provided before each big event/ministry see our church calendar for details.   
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Nursery Policies  

When checking in child(ren) please be sure to have the parents/guardians sign in the child(ren). 
 
We need the childôs (ren) full name and Parents/guardian name é Special instructions such as nap, snacks, potty training, nursing 
and such. Please make sure to place a numbered tag on the childôs(ren) diaper bag and give a matching number to the parent.    *see 
more on this below. When providing care for the children in nursery these following things may be helpful.  

Ý Extra diapers are in the little restroom. There are also extra clothes, blankets, and cleaning supplies in this restroom. 

Ý Snacks are above the sink as well as cups and a pitcher for water.  *please ask the parents if they are ok with children 

having a snack time.  

Ý The cubbies in the nursery are a great place to place diaper bags to keep little hands out of other peopleôs things =). 

Ý There is a CPR chart located above the sink in the nursery. This is for you to just be more familiar with in case of emer-

gency. 

Ý If children are ever causing a lot of trouble we suggest you try the following. 

 Redirect their attention to a different activity or play area.  

 If situation involved more than one child please separate them. 

 Please encourage apologies if necessary. 

 If a child still is not listening you can try placing them on a chair for 1 minute for every year of age.   

Remember these are just some things you might find helpful. If you ever have any concerns or reservations please just have parent/
guardian come back to nursery.  I would like to touch on why we have the little tags for parents and children.  

This is so only who the parent/guardian chooses can pick up children. 

They should have tag to pick up the kids. This number is also how we can let families know they are needed in nursery if 

children are crying or in case of emergency. We ask that you choose one of the people volunteering to contact sound booth. 

They will scroll the number across the screen in service so that you donôt have to locate parents.  

 

Nursery Volunteer Responsibilities and Duties 

 

¶  We ask you please arrive promptly as close to ten minutes early as you can so as to relieve previous workers and pre-

pare classroom for children 

¶  We ask that before each scheduled time you work you please check that you have the necessary snacks and supplies. 

If you find you are in need of something please contact the nursery director as soon as possible. It they are unavailable 

please refer to a Womenôs ministry member or Elder of the church they will surely help you if they can.  

¶ Familiarize yourself with check-in and check-out before people come please. 

¶ Please turn on some music and the lights so when parents arrive they feel welcome. 

¶ In the situation where no childcare is necessary please leave a note on where you will be in case someone does be-

come in need of childcare. 

¶ We ask that most of all you please provide children with a safe supervised atmosphere. We to keep the children secure 

and to show the love of Jesus to them. There are several story books available which you can read about Jesusô love.  

¶ There are a few clean up things for when pick up is finished é 

1. Please take all dirty toys and place them in the bin provided near the sink please spray and rinse these toys 

and set them out to dry.  

2. Please empty bin when finished. 

3. Turn off stereo. 

4. Pick up any and all toys and items that need to be picked up. 

5. If you note the nursery is in need of something please make a note on the sign in sheet for the nursery director.  

6. Please vacuum the floor. 

7. To finish up please take all trash out to the main trash can near the restrooms in the hallway. 
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Van Guidelines and Regulations 
 
Driver Guidelines:  

In order to be a driver for a BFC ministry you need to have met the following guidelinesé 
§ Must have had the driverôs application completed and approved by BFC 

§ Your name must be on BFCôs vehicle insurance with corresponding van 
 BFC has two different insurance companies for the two vans 
§ Will respect all traffic laws seriously 
§ Must be 25 or older to drive the silver van and 21 or older for the red van 
§ Must be willing to agree to a thorough background check if deemed necessary 
§ Will report to stewardship or the church staff if at any time the vehicle is low on gas or in need of mainte-

nance 
§ Drivers should test drive and become familiar with the vans before starting 

§ The driver has absolute authority while driving including: whom the driver allows to ride, disciplinary ac-
tions with passengers (under BFC regulations) 

 
Monitor Guidelines:  

Definition: While sitting in the back of the vehicle, they are the mediator and disciplinarian of the group.  So as to allow 
the driver to concentrate on the road and keep the passengers in check. 
 
In order to be a Monitor for a BFC ministry you need to have met the following guidelinesé 

§ Must be the age of 18 or older and out of high school 
§ The monitor has absolute authority with disciplinary actions (under BFC regulations) 

§ Must agree that at no time should physical discipline be used to control a situation 
§ Agree to help out the driver by controlling the passengers in the vehicle 
§ Is required to sit near the back of the van for control and security reasons 
§ Will be in charge of making sure there is a light on in the back of the van at all times 

 
Van Usage Guidelines:  

These guidelines must be met for any BFC vehicle usageé 
§ No smoking, drinking of alcohol, or weapons of any kind are allowed 
§ Up to date insurance and vehicle registration will be in both vehicles at all times 
§ There will be trash bags available at all times 
§ The driver and/or monitor will be required to make sure that no trash, food, or forgotten items be left in the 

vehicle after each usage 
§ All riders including the driver, monitor, and passengers are required to wear the seat belts at all times 
 Car seats will be available for really young and small children  
§ Never handle more than 15 people including the driver and monitor 
 No child under 4ô9ò will be allowed to sit in the front passenger seat 
§ At no times will the passengers be able to enter from the rear door 
 The door must be kept closed at all times except in an emergency 

§ While the vehicle is in motion all doors must be locked for safety reasons 
 

Keys Usage and Handling:  

§ The church staff will have a record of all vehicle keys on hand. 
§ At no time should an unauthorized person have a vehicle key 
§ Making duplicates of any vehicle key is prohibited except for the church staff 
§ All keys will be returned to the church office after each vehicle usage 
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--------------------Regulations for Certain Ministries ------------------ 

 

Awana Vehicle Usage:  

§ Both the driver and monitor must meet BFCôs guidelines (see prior guidelines) 

§ Both the driver and monitor has read and agreed to follow the ñReducing the Risk of Physical and Sexual 
Abuseò guidelines 

§ Each van must have a driver and monitor for before and after Awana 
 No van may leave unless a driver and monitor are both in place 
§ Each passengerôs legal guardian has signed the ñAwana Passenger Release Permission Slipò before the pas-

senger may ride the van 
 A copy of each passengerôs permission slip must be in the van each night 

§ The driver and monitor will be required to make sure that no trash, food, or forgotten items will be left in the 
vehicle after each usage 

§ No high school student is allowed to ride the bus.  Unless they are responsible for a younger child or special 
circumstance that is approved by the Awana leadership 

 
Youth Activities Vehicle Usage:  

§ Both the driver and monitor must meet BFCôs guidelines (see prior guidelines) 
§ Both the driver and monitor has read and agreed to follow the ñReducing the Risk of Physical and Sexual 
Abuseò guidelines 

§ Each van must include a driver and monitor for both picking up and dropping off the children 
 No van may not leave unless a driver and monitor is in place 

§ Students and non approved people should never drive a church vehicle 
 
Traveling Guidelines:  (for long distances, conferences, etc.) 

§ All drivers and passengers must meet BFCôs guidelines (see prior guidelines) 
§ Before starting the trip the driver will inspect the vehicle from front to back.   
 Looking at the overall condition, fluid levels, tires, gas, lights 
§ To avoid fatigue on longer trips, have two or more drivers and take frequent breaks 

 
__________________________________________________________________________________________________________ 

 
Maintenance and Upkeep of Church Vehicles:  

Stewardship Commission is responsible for the maintenance and upkeep such as: 

§ Oil change and general maintenance of all church vehicles every 3,000 miles 
§ Both vans to be cleaned, vacuumed, washed, and waxed when needed 
§ Making sure updated proof of insurance is in each van (new every six months) 
§ Changing and maintaining up-to-date license plates and stickers 
§ Repairing the vehicle when needed 

 
Vehicle Storage and Parking Lot Usage:  

§ BFC is not responsible for damaged property and lost or stolen items 
§ Owners/users park at their own risk 
§ Drivers/owners are encouraged not to park their vehicles at BFC for long periods of time such as confer-

ences, mission trips, or other church related activities away from BFC 
§ If for some circumstance a owner has to park his/her vehicle at BFC the church must have a copy of the ve-
hicle registration and the ownerôs keys for insurance purposes 
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Leading a Child or Youth to Christ 
 

 One of the greatest privileges and joys of serving in a Children/Youth Ministry is the 

opportunity to help a child become a member of Godõs family.  The following are some 
guidelines you can use when sharing your faith with a child here at BFC.  

 
1. PRAY 

 A. Ask God to prepare the children/youth in your group to hear the good news about 
Jesus.  Pray for each child by name!  

 B. Ask God to prepare youõre to communicate effectively. 

 C. Ask Him to make you a godly example for your children/youth.  Remember, the chil-
dren/youth in your group are evaluating your and the Lord you serve by everything you do 

and say.  They are looking for people who show a living, growing relationship with God.  
Learn to listen to them with your full attention.  Be honest about your struggles and victories 

in your own walk with God.  

 D. Ask Him to give you opportunities to share Jesus with your children/youth.  
 

2. CLEARLY AND SIMPLY EXPLAIN HOW TO BECOME A CHRISTIAN  
 A. Focus on the essentials in an easy -to -understand manner.  Children (and younger 

youth) tend to think in concrete and literal terms, so avoid symbolism and abstract lan-
guage.   

  * Confusing phrases:  

   - òAsk Jesus into your heartó 
   - òSurrender your life to Christó 

   - òGive your heart to Jesusó 
  * Clear phrases:  

   - òAccept Christ and trust him to be your Savior 
   - òBelieve that Jesus died for your sins and rose againó 

 B. Children tend to have a limited vocabulary, so choose terms carefully and use 

 them consistently.  Remember Nicodemus?  Even though he was a respected 
 leader, he had trouble understanding the concept of being òborn again.ó 

  * Sin means the wrong things we do, think, or say such asé 
  * Confess means to agree with God abouté 

  * Grace means Godõs free gift that we didnõt earn or deserve 
  * Forgiveness means letting someone go free without punishment  

  * Saved means becoming a part of Godõs family and living with Him forever 

  * Lost means not becoming part of Godõs family and being forever separated 
     from Him  

 C. Never assume a child understands a concept just because he/she can repeat       
 certain words.  Children often need help sorting out critical issues and information 

 from non -critical, so keep your presentation of the Gospel message simple.   
 

 

There are two ways to present the Gospel message in this handbook: 
¶ The Gospel Wheel used by Awana clubs used more for children 
¶ The One Verse Evangelism which is used more for youth or adults 
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3. TALK PERSONALLY WITH THE CHILD  
 A. It is best to talk with the child on an individual basis or in a very small group  

 because children are easily influenced to follow the group.  
 B. Create a relaxed and unhurried atmosphere without distractions.  

 C. Ask questions that move beyond simple òyesó or ònoó answers or memorized  
 information to accurately discern how much the child does or does not understand:  

  * òWhy do you think it is important to youéó 

  * òWhy do you think that Jesus had to die to pay for the wrong things weõve 
  done?ó 

  * òWhat difference do you think it makes for a person to be forgiven?ó 
 

 
4. GIVE THE CHILD PLENTY OF TIME TO THINK AND PRAY  

 A.  Encourage the children to think and pray about what you have said and talked 

 about.  Allow moments, too, for children to consider the questions you ask.  (Silence 
 is not your enemy!)  

 B.  If the child is open, encourage the child to pray:  
  * Thanking Jesus for dying for him/her to pay for our sins or the bad things we 

  do and for coming back to life three days later.  
  * To accept Godõs free gift of salvation. 

 

 
5. OFFER OPPORTUNITIES WITHOUT PRESSURE  

 Allow the Holy Spirit to convict and lead the child.  Ask throught -provoking questions 
such as, òIf a friend wanted to know how to becoming a Christian, what would you say?ó  

Children of all ages are vulnerable to being manipulated by adults.  Never pressure or scare 

a child into making a decision.  A good way to guard against coercion is to periodically 
pause and ask, òWould you like to hear more about this now or some other time?ó 

 
 

6. RESPECT A CHILDõS RESPONSE TO YOUR APPEAL 
 Full acceptance of a child, whether or not they are interested in salvation, builds a re-

lationship.  This relationship leaves the opportunity open for the child to become part of 

Godõs family another time.  Remember that a childõs initial responses to Jesus are just the 
beginning of a lifelong process of growing in their faith.  

 
 

7. AFTER A CHILD MAKES A DECISION FOR CHRIST  
 A. Celebrate with the child in their new life with Christ  

 B. Tell your ministry leader or director  

 C. Encourage the child to tell his/her family and friends about the decision to follow 
 Jesus  

 D. Follow up with the child over the next few weeks and months.  
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The Gospel Wheel 
 
The vertical dashed line shows the character of God and man.  The horizontal dashed line 

shows Godõs action and manõs needed reaction to the central message found in 1 Corin-
thians 15:3 -4. 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 
1 Corinthians 15:3 -4 = òFor what I received I passed on to you as of first importance: that 

Christ died for our sins according to the Scriptures, that He was buried, that He was raised 

on the third day according to the Scriptures.ó 
 

John 3:16 = òFor God so loved the world that He gave His one and only Son, that whoever 
believes in Him shall not perish but have eternal life.ó 

 
Acts 16:31 = òThey replied, ôBelieve in the Lord Jesus Christ, and you shall be savedð you 

and your household.ó 

 
Romans 3:23 = òFor all have sinned and fall short of the glory of God.ó 

 
Romans 6:23 =  òFor the wages of sin is death, but the gift of God is eternal life in Christ Je-

sus our Lord.ó 

 
Romans 5:8 =  òBut God demonstrated His own love for us in this: While we were still sin-

ners, Christ died for us.ó 
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One -Verse Evangelism  

 
One-Verse Evangelism is a simple, interactive way to share Christ's love conversationally 
and visually. It is based on asking questions and sharing. It's easy to learn because it 
uses just one verse. One-Verse Evangelism(r) is also sensitive to peoples' busy sched-
ules because it can be shared in just 10 or 15 minutes. 
 
Write out Romans 6:23 on a piece of paper or a napkin: "For the wages of sin is death, 
but the gift of God is eternal life in Christ Jesus our Lord" (NIV). Ask if they would 
like to see a simple picture based on this verse that will explain God's relationship with 
people. 
 

Circle this word and ask, "How would you feel if your boss refused to pay you the wages that were due to you?" Deep 
down, we all know that it is only right that we get what we deserve. Similarly, we earn wages from God for how we have 
lived our lives. 

 
Draw a circle around "sin," asking your friend what he thinks when he hears this word. You might explain that sin is more an 
attitude than an action. It can be either actively fighting God or merely excluding Him from our lives. You can ask, "Has God 
ever seemed far away?" If he says "Yes," add that that's one of the things sin does-it makes God seem far away. Now draw 

two opposing cliffs with a gap in between. 
 
Circle this word and ask what thoughts come to mind. Explain that death in the Bible always means some kind of sepa-
ration. 
 

While circling this word, mention that it is important because it means that a sharp contrast in thought is coming. What we 
have just looked at is bad news; what follows is good news. 
 
Draw a circle around this word. Ask, "If wages are what a person earns, then what is a gift?" Remind your friend that some-
one must purchase every gift. 

 
Circle this and explain that the gift you are talking about is free. It is from God Himself. It's so special that no one else 
can give it. Ask, "How do you feel when someone gives you a special gift?" 

 
Circle these two words next, and then ask, "How would you define these words?" Contrast one side of the cliff, 
death, with the other side, eternal life. Ask, "What is the opposite of separation from God?" 
 
Draw these words so they create a bridge between the two cliffs. Help your friend to consider that every gift has a 
giver, and only Jesus Christ can give the gift of eternal life. 
 

Write this word over the bridge you just drew. Explain that friends trust each other, and tell your friend that Jesus 
wants a trusting friendship with him. All he has to do is admit that he is responsible for the "sin" of either fighting or 
excluding God from his life. That is what trust means-trusting that Jesus wants to forgive us for rejecting Him from our 

lives. At this point, you can ask him if he wants to start a relationship with God that will last forever. If he says "Yes," invite him to pray 
a short prayer in his own words, asking Jesus to forgive him. 
 
 
Close by reminding him that this simple illustration shows what God is like: Someone who really cares about people, especially him. 
Invite him to read all about it in the Bible, perhaps beginning in the gospel of John. 
 

 
 

Adapted with permission from One-Verse Evangelism, copyright 2000 Randy D. Raysbrook. All rights reserved. 
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Forms 
 

 This section contains forms which you may copy and use as needed.  
Forms may also be obtained by contacting the church office during office 
hours.  
 
 
Child & Youth Worker Application ñ Filled out by all applicants for any volun-
teer or compensated position involving the supervision or custody of  minors.   
 
 
Incident Report ñ Filled out every time there is a situation or incident and 
given to the ministryõs leadership immediately.  Also used for suspected child 
abuse.  
 
 
Facility Request Form ñ Filled out when a person/organization wants to use 
BFCõs facility for any reason or time. 
 
 
Driver Application ñ For any person(s) who will be using the church vans for 
personal or ministry purposes.  
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This application is to be completed by all applicants for any volunteer or compensated position involving the supervision or custody of minors. 
This is not an employment application. Thank you for helping our church provides a safe and secure environment for children and youth who 
participate in our programs and use our facilities.  

Check desired ministry area:  
  YOUTH MINISTRY      AWANA      SUNDAY SCHOOL       VBS       NURSERY       Other:_____________________  

 
 

Todayôs Date: ____/____/____ 

 

Name __________________________________________________    Birth date ______/______/______  
                             First                         MI                               Last                                                           Month        Day         Year 

 
Address _______________________________________________________________________________________ 
                                        Street Address                                                  City                                          State                       Zip 

 
Phone numbers _________________________________________________________________________________ 

Home                Work                                                  Cell                           
 

Email  __________________________________________    Driverôs license number _________________________ 
 

Where do you work? ___________________________  Job responsibility or title _____________________________ 

 

Best times to reach me at home are ________________________ May we call you at work?      Yes      No 

 

Marital status (circle one):      Single      Married (anniversary date ___________)       Divorced 

 
BFCôs membership:      Member      Regular attendee   How long have you attended our church? ________ 
 

 
 

1. When and how did you become a Christian? (Your Testimony)   
 
 
 
 
 
 
2. Please list your ministry experience if any (and how long you served): 
 
 
 
 
 
3. What special qualities or qualifications would you contribute as a volunteer or staff member? 
 
 
 
 
 
4. What is your belief concerning the following issues: 

a. The authority of the Bible 
 

 
b. Use of tobacco, drugs, alcoholic beverages 

 
 

c. Homosexuality 

BFCôS Child & Youth Worker Application 

Basic Information  

Personal  

29 



 

 
Have you had any prior injuries that might be aggravated by working in child or youth ministry?  Do you have any 
medical conditions that might be hazardous to others?   
 
 
 
Are you currently taking any medication prescribed by a doctor for physical or other conditions that would affect your 
ministry?  If so, what are they? 
 
 
 
 

 
 

 
Have you, at any time, been involved in or accused, rightly or wrongly, of sexual abuse, maltreatment, or romantically or sexually 
involved with a minor? 
    yes      no 

 
Have you ever been accused or convicted of possession / sales of controlled substances or of driving under the influence of alcohol 
or drugs? 
    yes      no 

 
Have you been arrested or convicted for any criminal act more serious than a traffic violation?   
    yes      no 

 
Have you ever been a victim of any form of child abuse?      If yes, would you like to speak to a counselor or pastor? 
    yes      no                                                                                yes      no 

 
Have you ever gone through treatment for alcohol or drug abuse? 
    yes      no 

 
Is there anything in your past or current life that might be a problem if we found out about it later? 
    yes      no 
 

 
 

I, the undersigned, give my authorization to Bible Fellowship Church representatives¾hereafter referred to as The Churchðto verify the information on this form.  The Church may 
contact my references and appropriate government agencies as deemed necessary in order to verify my suitability as a church youth ministry worker.  I am willing to request and 

submit to The Church background reports on myself from the (state) Department of Social Services central registry.  

 
The information contained in this application is correct to the best of my knowledge.  I authorize any references or churches listed in this application to give you any informa-

tion (including opinions) that they may have regarding my character and fitness for student ministry.  In consideration of the receipt and evaluation of this application by The Church, I 
hereby release any individual, church, youth organization, charity, employer, reference, or any other person or organization, including record custodians, both collectively and indi-

vidually, from any and all liability for damages of whatever kind or nature that may at any time result to me, my heirs, or family, because of compliance or any attempts to comply, 
with this authorization.  I waive any right that I may have to inspect any information provided about me by any person or organization identified by me in this application. 

 
Should my application be accepted, I agree to be bound by the constitution, statement of faith and policies of The Church, and to refrain from conduct unbecoming to Christ in the 

performance of my services on behalf of The Church.  If I violate these guidelines, I understand that my volunteer status may be terminated.  By signing this application, I state that 
all of the information given about myself is true. 

 
I further state that I HAVE CAREFULLY READ THE FOREGOING RELEASE AND KNOW THE CONTENTS THEREOF, AND I SIGN THIS RELEASE AS MY OWN ACT.  This is 

a legally binding agreement which I have read and understand. 

 
______________________       _______________________        _____/_____/_____ 
         Print Name                  Signature     Date 

Medical Information  

Background information  

I have read BFCôs Workers Handbook and agree with the expectations, statement of faith, and guidelines and agree to be bound by them.       yes      no    

If no please explain: _______________________________________________________________________________________ 

Waiver / Release  
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Incident Report 
As close as possible to the time the incident occurred, a copy of this report must be filled out by the person in 
charge. Other eyewitnesses to the incident (preferably adults) may also fill out additional copies of this form.  

Then give this form to the leadership or the ministry or the BFCõs leadership staff ASAP. 
 
Your Name: ___________________________  Ministry/Position: ___________________ 
 
Date of  Incident: _____________ Time: _____________ Location: _________________ 
 
Witnesses Present: _________________________________________________________ 
 
Participants in the Incident: _________________________________________________ 
 

Description of  Incident* (use as much detail as possible): _______________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________
___________________________________________________________ 

*Please feel free to use the back of this form for more information or diagrams 
 
Cause of  Incident ( include tools, objects, chemicals, etc. and specify the items that directly caused the 

injury): _______________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
 
Injuries if  any and to whom: _________________________________________________ 
 

Recommendations (describe the control and/or corrective action taken): ________________ 
___________________________________________________________ 
___________________________________________________________ 
 
System Improvements (describe measures that should/will be taken to improve the situation ): 

___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
 
Signature: _________________________  Printed Name: _________________________ 

 
** C O N F I D E N T I A L **  
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Facility Request Form 
GROUP INFORMATION  

Group: __________________________ Contact Person: ________________________ 
 

Phone Number: ___________________ Email: _________________________________ 
 

ACTIVITY INFORMATION  
Activity: __________________________________________________________________ 

 

Event Date: _____________ Start Time: ______________  End Time: _____________ 
 

If more than one date or a continuous activity please specify the dates:  
___________________________________________________________________________ 

 
Set Up Date: ____________________ Set Up Time: _____________________________ 

 

Number of People Expected: _____________  
 

Room(s) Requested:     Gym      Chapel       Pine Room       Conference Room  
    

   Choir Room       North Room        South Room         Room 107        Room 108       Nursery  
 

   Kitchen Use Need(s):     Serving Counter only                  Refrigerator                  Stove & Oven                Full Freezer  
    

   Football Field (outside)         Other: _____________________________________________________ 
Special Request: ________________________________________________________________________ 

_________________________________________________________________________________________ 
 

EQUIPMENT REQUESTED  

Please write the number needed beside each item checked  
        

   Round Tables #: _____      Rectangular Tables #:_____       Chairs #: _____  
    
  

Sound Equipment:      Main system (gym)      Portable sound system         (Sound Engineer Must be Present) 
 

Other Special Needs: ___________________________________________________________________ 
 

Please draw a diagram on how you would like the room(s) arranged with tables, chairs, 
other equipment (this greatly helps our janitorial staff):  

 
Room: _____________________________                     Room: _____________________________ 
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Please read the 

Facility Usage 

Guidelines (on 

back) and return 

this form to the 

church office 30 

days prior to the 

event.  If you 

have any ques-

tions or special 

requests please 

contact us  

before returning 

this form. 

Bible Fellowship Church 
1212 E. Fairmont Blvd. 

Rapid City, SD 57701 

605-343-3604 



Facility Usage Guidelines 
 

¶ Requests for use of  any and all facilities of  BFC must be made in writing, us-
ing a Facility Request From, a minimum of  30 days before the date needed.  
This includes the use of  any part of  church property, including the building, 
and football field.  

¶ Request form is to be submitted to the church office  
¶ Date and time of  all facility use must be scheduled with the church office 

and stewardship commission so it will not interfere with other church events  
¶ No smoking, illegal substances, or alcohol will be permitted.  
¶ Activities that conflict with the moral and doctrinal position of  the church 

will not be permitted.  
¶ Children are to be confined to the approved area of  use, and not allowed to 

run free.  
¶ NO ONE may use the equipment in the sound room or church office unless 

authorized an/or supervised.  
¶ The area used must be left in good condition ñcleaned up with garbage re-

moved, lights turned off, and the doors locked.  
¶ Accidents affecting persons or property must be reported immediately to 

the church office.  
¶ Wedding will not use rice, birdseed, confetti inside the church building  
¶ Remuneration must be paid to the church office prior to the event*  
 
Groups and individuals not under the direction of  Bible Fellowship Church are 
requested to make a donation to help cover the cost of  utilities.  The amount 
will be determined by stewardship commission with the approval of  this form.  
You will be contacted  
 
* A more detailed facility usage manifest is available upon request including ex-
act prices of  the facility usage donations and insurance issues.  
 
 

 
 

 
I have read the conditions outlined on the Facility Usage Guidelines form and agree to abide 
by same, and to make every effort to insure that our guests do likewise, if we are permitted 
the use of these facilities.  I agree to make any necessary remuneration to the church office 
at least 30 days before the event.  
 
 

Signature: ____________________________   Date: __________________ 
 

Printed Name: ________________________ 

33 



Driver Application  
Bible Fellowship Church 

 

This application is required for any person who will be in charge of driving any BFC vehicle or another vehicle for BFC event or 

activity.  This application must be completed and approved and the driver must be added to the churchôs insurance before such event 

or activity takes place. 

 
Effective year __________________________  
 

 

Driver's name _______________________________________________________________________________________________ 

 
 

Driver's license number _______________________________________________________________________________________ 

 

State of Issue _________________________________________ Expiration date ________________________________________ 

 

Current address _____________________________________________________________________________________________ 

 

City ___________________________________ State ____________________ Zip _____________________________________ 

 
Home phone _________________________________     Cell phone ___________________________________________________ 

 

Birth date ______________________________________             Social Security no. ______________________________________ 

 

 

Describe any medical conditions that could affect your ability to safely transport students or adults. 
 

 

 

 

Date of your last physical  

List any medications you currently take that could potentially impair driving ability. 

 

 

 

If you hold a CDL, please attach a copy of your current health form. 

Please describe driver training that you have received: 

 

 

 

Have you been convicted of any moving violations in the last five years? 

Ç Yes   Ç No      If yes, please describe each conviction. 

 

 

 

Do you have any restrictions or endorsements on your driver's license? 

Ç Yes   Ç No      If yes, please list those restrictions or endorsements. 

 

 

 

Have you been involved in any motor vehicle accidents in the last seven years? 

Ç Yes   Ç No      If yes, please give the date and briefly describe each accident. 
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Have you been convicted of a DUI, or had your license revoked or suspended in the past 10 years? 

Ç Yes   Ç No      If yes, please provide complete details. 

 

 

 

Do you carry personal auto insurance? 

Ç Yes   Ç No      If yes, please identify the insurance company and policy # and expiration date:  

 

 

 

Does our church or ministry have any reason to be concerned about your ability to be a responsible and careful 

driver? 

Ç Yes   Ç No      If yes, please briefly describe. 
 

 
 

I certify that all the information on this application is truthful and completely accurate. I agree to notify the church within 14 
days of any changes in any of the above information. I authorize the church to verify this information with the Department of 

Motor Vehicles and to check references on my driving. I understand that false statements on this application will constitute 
grounds for immediate dismissal.  I have also read and agree to follow the òReducing the Risk of Physical and Sexual Abuseó 

guidelines. 

 

By signing, I agree to abide by safety procedures established by the church and abide by all laws. 

 

 

Signature ____________________________________________________ Date _________________________________________ 
 

Print name clearly ___________________________________________________________________________________________ 

 

 

Please attach a photocopy of both sides of your current driver's license to this form. 

 

 

 

 

 

 

 

 

 
Office Use Only  
 

DMV check Ç Yes    Ç No     Date _______________________________________________________________________ 
 

Contact name _______________________________________________________________________________________________ 

 

Cleared with insurance company       Ç Yes     Ç No Date ___________________________________________________________ 

 

Contact name _______________________________________________________________________________________________ 

 

Ç Approved to drive 

 

Date ______________________________________________________________________________________________________ 
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