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Hillside Kids
Henderson Hills Baptist Church

Policies & Procedures

Our Mission and the Mission of Henderson Hills Baptist Church (HHBC) is to Love Jesus and
Live Sent.

Our Focus:

is to be a people compelled by the desire to tell the generation to come of the Lord and His
mighty deeds. Because we believe that all Scripture is inspired by God, able to equip for every
good work, we strive to come alongside families in their efforts to train their children to
become all God wants them to be. We desire to be a fun, welcoming place where children feel
safe and loved, earning us the privilege of their trust, so that we may share God’s Word which
is able to give them the wisdom that leads to salvation through faith in Christ Jesus. (Based
on Psalm 78:4, 2 Timothy 3:14-17 and Deuteronomy 6:7).

Our Values:

e Gospel-Centered - Hillside Kids Values Sharing the Gospel and Making Disciples.

e Safety - Hillside Kids Values Providing Safe, Nurturing Environments.

e Hospitality — Hillside Kids Values the Opportunity to Make All Children Feel Welcome.

e Relational Leadership - Hillside Kids Values That God Uses Relationships With Adults
and Students Who Are Passionate About Jesus Christ to Help Lead Children Into a
Relationship with Him.

e Family-Driven Discipleship - Hillside Kids Partners With Families, Who Play the Primary
Role in Discipling Their Children.

e Fun - Hillside Kids Values the Role FUN Plays in Ministry to Children.
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I. Gospel Centered: Hillside Kids Values Sharing the Gospel and Making
Disciples

Teaching / Curriculum Choices — At Henderson Hills Baptist Church (HHBC), children
are loved, cared for and taught from a planned curriculum. We recognize the
necessity of recruiting and equipping teachers, providing curriculum materials, and
making teaching supplies available. Our curriculum is Bible-based, doctrinally and
educationally sound for the growth and development of children from birth through
fifth grade.

II. Safety: Hillside Kids Values Providing Safe, Nurturing Environments

A. The Need for Safety: At HHBC, we believe that the safety and security of children
is a top priority.

B. Methods for Keeping Kids Safe
i. Security Tags (Birth-3" Grade)
1. Purpose: Security tags ensure that each child is released only to an
adult with a matching security code tag.
2. Check-In: Parents print two-part security tags at self-check-in
kiosks.
a. First Part: Nametag with security code (to be placed on each
child).
b. Second Part: Tag with matching security code x 2.
c. Child’s nametag is placed visibly on their clothing.

3. Check-Out: Adult must show security code to classroom teacher.
a. Parent keeps security code tag to show at pick-up.
b. Children from birth through 3rd grade will only be released
to the bearer of the matching security code tag.
c. No child will be released to anyone under the age of 16.
4. Lost Tags:
a. Parents must report to a Hillside Kids staff member to
confirm their identity.
b. Children will not be admitted to a classroom without a name
tag.

ii. Sign-In Sheets
1. Parents will complete the sign-in-sheet at the door (if applicable).
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Vi.

Dismissal of Children of 4th and 5th Grades
1. Leaders will dismiss 4th-5th grade students at the conclusion of
class.
2. Parents should arrange a pre-designated meet-up location for kids
being released.

Labeling Items
1. Parents should label all personal belongings of children, including
coats, bags, Bibles, cups, bottles, pacifiers, blankets, etc.

Health and Allergy Information
1. Parents should let the teachers and staff know if their child has any
life-threatening allergy, serious medical condition, or other concern
that would affect the health and safety of their children.
2. Allergies should be added to the child’s database profile for
reference and/or to print on a security tag. Parents can add allergy
information themselves or ask a staff member for assistance.

Hillside Kids Classroom Guidelines

1. Each classroom Birth-PreK must include:

a. One adult over 21 and a second person as an assistant.
b. One leader must be female in each of these classrooms.

2. One adult can lead children from kindergarten to 5th grade;
however, appropriate support and regular supervision will be
provided for solo teachers.

a. K-2"d must have one female leader in each classroom.

3. Every effort will be made to maintain standard teacher-to-child
ratios inside the classrooms (birth-PreK with a ratio goal of 1:6 and
K-5th grade with the ratio goal of 1:12).

4. Each classroom and area is equipped with age-appropriate
furnishings and supplies to ensure the safety of children. Ministry
leaders and volunteers should ensure that children are in
designated rooms and areas to maintain this safety (for example,
small items are not allowed in Hillside Little Kids to prevent
choking, playgrounds are designated for particular age groups to
prevent injury).

5. Each room on the first floor (Hillside Little Kids) has Dutch doors.
These are doors that are split to open at the top. This is for
teachers to see who is at the door and parents to see inside the
room. The bottom of the door will be locked any time there are
children present in the room.

5
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6.

7.

All leader personal belongings including Bibles, coats, purses, etc.
should be kept out of reach of children.

We make every effort to provide nut-free snacks to the children in
the classrooms at any Hillside Kids event. Hillside Big Kids
(Kindergarten through fifth grade) are served popcorn as a shack
most weekends.

vii. Photography and Recording of Children

1.

Volunteers are prohibited from taking, recording, storing, or sharing
photographs or videos of students while serving in any ministry
activity, event, classroom, program, or church-sponsored activity
unless specifically authorized by Henderson Hills Baptist Church
staff.

Volunteers should not photograph or record students for personal
use, social media, text messages, group chats, or other forms of
communication.

HHBC may designate authorized staff members or individuals to
photograph or record activities for approved ministry,
communication, or promotional purposes. Only individuals who
have been specifically authorized by HHBC and who are following
the church’s photography and media-release procedures may do
SO.

Volunteers who observe an activity or moment they believe should
be photographed should notify the appropriate HHBC staff
member.

This policy exists to protect the privacy, safety, and well-being of
every child and volunteer and to ensure that all photography and
recording involving children is handled consistently with HHBC's
policies and applicable photo/video releases.

viii. Playground Guidelines

1.
2.

The west and north playgrounds are for ages 2-5 only.

The toddler playground within the west playground is for ages 18
months-2 years.

Teachers must escort children to the playground, inside for
restroom breaks, and return to the classroom.

Teachers must carry their class roster/attendance sheet with them
while on the playground.

Damaged equipment and other hazards must be reported
immediately to a member of the Hillside Kids staff.
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ix. First Aid Kids

1. Locations:

a. First and second-floor office areas (wall-mounted) in Hillside
Kids.
b. Second-floor supply room in Hillside Kids.

2. First Aid Kits contain basic supplies, along with emergency oxygen
and an AED (automated external defibrillator). The children’s area
also contains a choking device for younger children.

3. Children will not be given any medication by a staff member or
volunteer, except for an epinephrine auto-injector (which requires a
prescription). If any over-the-counter medication is required,
parents will be notified and asked to report to the area to
administer it unless they have provided prior written consent.

X. Emergencies and Evacuations

Emergency procedures should be explained to all new volunteers and staff
at the beginning of each school year or prior to the start date. Procedures
should also be reviewed quarterly with volunteers and referenced often to
ensure all staff and volunteers are aware of the protocol. Reviews can be
written and handed out, emailed, texted, or all of the above.
Overcommunication in this area is a must.

1. Emergency Information
a. An evacuation map is posted near the door in each
classroom.
b. A phone number that rings to the office area in Hillside Kids
is posted on a yellow strip by each classroom door.
c. An intercom button is in each Hillside Kids classroom.
Teachers should press and release, then wait for assistance.
2. Tornado Procedures
a. Volunteers and staff will follow posted tornado routes on
maps inside classrooms.
b. Leaders will escort children, take the class rosters with them,
and remain with the children until an “all-clear” is given.
c. Every effort will be made for parents to pick up children
prior to a tornado.
3. Fire Procedures
a. Everyone should follow posted evacuation routes to ensure a
safe exit and to locate individuals following an emergency
evacuation.
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Teachers will escort children outside and carry the class
roster to make sure all children have exited the building.
Teachers should text the ministry staff or coach immediately
upon confirmation of all students on the roster once they
have arrived at their designated location.

Children will not be released to their parents until they are
safely outside the building.

Parents will be encouraged to accompany classes to outside
locations prior to release.

Teachers will remain with the children and monitor the
roster until all children have been released to their parents,
or the class has returned to the building.

4. Intruder/Lockdown Procedures

a.
b.

C. Child Abuse

Stay calm and remain in the classroom.

Shut doors and close the upper half, if hecessary (doors
should always remain locked from the outside).

Teachers should cover windows on doors and follow posted
instructions.

Close any blinds and additional doors.

Place any available furniture between doors or windows and
children.

Keep children as calm and quiet as possible.

Remain in place until “all-clear” is announced.

The state of Oklahoma defines child abuse as the harm or threatened harm to a
child’s health or welfare by a person responsible for the child. This includes non-
accidental physical or mental injury, sexual abuse or neglect. Every person,
private person or professional who has the reason to believe that a child has
been abused is mandated by law to promptly report suspected abuse. A person
making a report in good faith is immune from civil or criminal liability, and the
name of the reporter is kept confidential. All Hillside Kids staff are obligated to
report any suspected child abuse under this statute. The Statewide Child Abuse
Hotline is reached at (800) 522-3511.
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D. Health

i. Sick Children. If a child exhibits any of these symptoms, please bring them
to the office or call the office for assistance.
1. Fever — Currently or within the previous 24 hours (without
medication).
2. Vomiting or diarrhea — currently or within the previous 24 hours
(without medication).
Barking Cough
Any unexplained rash
Any skin infection
Pink eye or other eye infection.

o AW

ii. Parent Notification. A parent will be notified if a child develops an illness
during Hillside Kids activities. If necessary, the child will be separated from
the other children, and the parent will be called to remove the sick child.

iii. Communicable Diseases. If a child contracts a communicable disease
following a session in the Hillside Kids department, parents should notify a
member of the Hillside Kids staff so that other parents and teachers may
be informed. (Children’s names will be kept confidential.)

iv. Head Lice. Any child with a suspected case of head lice will be taken to
the office and parents will be contacted to pick them up.

E. Accidents/Injuries

i. Serious Injury
1. 911 will be notified immediately.
2. Parents will be notified as quickly as possible.

ii. Minor Injury

1. Injury should be treated with standard first-aid procedures.

2. Details of the injuries will be documented on a designated accident
form.

3. Parents, witnesses, and supervising staff or volunteers will be
asked to sign the form.

4. A copy of the form will be given to parents, and another copy will
be turned into the offices for filing and insurance purposes.

5. Photos or videos of an injury may be maintained for documentation
by staff.
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6. In case of one child injuring another child, all information needs to
be confidential. Copies of the accident report will be given to
parents of the injured child (without the name of the injurer).

F. Hygiene

Maintaining a germ-free environment is a top priority. Because hands are
the main carriers of germs, we enforce a strict hand-washing policy for all
caregivers. According to the Center for Disease Control, the proper
method to wash hands is to wet them, rub soap into lather and rub hands
together for 15 seconds. Rinse. The faucet should be turned off with a
paper towel after drying your hands. In the absence of running water,
hand sanitizer should be used.

Teachers should wash hands:
1. Upon arrival in the room or before beginning a teaching assignment
outside the room.
Before preparing, serving, or eating food.
Before and after feeding infants and children.
After using or helping a child use the toilet.
After every diaper change.
Affter removal of disposable gloves.
After contact with body fluids.
After handling soiled items.

XN U A WN

Infants and children should wash their hands:
1. Before preparing, handling or eating food or snacks.
2. After every diaper change.
3. After using the restroom.
4. After contact with body fluids.

G. Exposure to Body Fluids

To protect everyone, disposable gloves are to be worn when handling any
accident involving blood or body fluids. This includes wiping a runny nose,
cleaning a cut or scrape, checking a diaper, assisting a child with toileting
needs, or any time there is a risk of touching blood, vomit, mucus, urine
or stool.

. If an emergency prevents the use of gloves, immediately clean the

exposed skin with soap and water to reduce the possibility of infection.

10
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Vi.

Vii.

Any teacher with an open wound or lesion should keep it covered until the
area has healed.

Clean any affected surfaces with disinfectant.

Wash hands, even after wearing gloves.

Contact a Hillside Kids staff member to report any spill or accidents for
cleanup. The Hillside Kids office will then contact the Property Operations
Department (POD) staff for proper cleanup.

Move children to an alternate location until the room has been
appropriately cleaned.

H. Diaper Changing

Only female teachers in the Hillside Little Kids area may change diapers or take
children to the restroom. This is for the protection of our children and liability
protection for our male teachers. For special instances, please see a Hillside Kids
staff member. Diaper changing procedures:

Vii.
Viii.

Xi.

Gather all necessary items.

. Lay child on a strip of changing paper (wax paper).
. Put on a new pair of disposable gloves for every diaper change.

Remove wet/soiled diaper and use wipes to clean child.
Place wipes and diaper in plastic bag or lined trash receptacle with lid.

. Remove gloves by pulling the glove inside out from the wrist so that all

residue remains inside the glove.

Put clean diaper on child.

Adults and children, wash hands with soap and water after each diaper
change.

Diaper changing surfaces must be sanitized after each diaper change and
at the end of each session.

Check children near end of session. Send them home dry!

The same procedure applies to children who are wearing “pull-ups.”

I. Room Cleaning

Linens, smocks, bibs, burp cloths, blankets, etc. should be placed in the
Hillside Little Kids resource room in soiled linens basket to be laundered.

. After each use, equipment such as infant swings, walkers, etc. should be

washed and sanitized using a sanitizing spray.
Diaper changing surfaces must be sanitized after each diaper change and
at the end of each session.

11
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iv. Tables and countertops must be sanitized before and after using.

J. Cleaning and Sanitizing Toys

Toys mouthed by a child must be sanitized before another child plays with that
toy. When a baby or toddler finishes playing with a toy, teachers should retrieve
it from the play area and put it in a bin reserved for dirty toys. Toys can be
washed at a convenient time and then transferred to a bin for clean toys and
safely reused.

i. Procedures for Sanitizing Toys

1. Spray the toy with a sanitizing spray and let air dry.

2. Stuffed toys and those not easily washed and sanitized should not
be used for any session, with the exception of the toys provided in
rooms with special laundering bags. These toys should be brought
to the soiled linens basket in the resource room to be laundered
after each session.

3. Toys too large to immerse in water must be sanitized by wiping.

K. End of Session Clean-Up

i. Put away all items, art equipment, and supplies to their designated places
in the room or put in basket to be returned to the resource room (Little
Kids) or office (Big Kids).

ii. Make sure all puzzles and items having more than one piece are complete
before putting them away.

iii. Clean, sanitize and air dry the tables, chairs, toys, cabinets, sink, etc.
iv. Any furniture that was moved should be returned to its designated area at
the conclusion of each program.

12
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III. Hospitality: Hillside Kids Values the Opportunity to Make All Children Feel
Welcome

A. Greeters. Greeters are utilized on each floor to welcome guests and assist
families with placing kids in classrooms. Greeters should follow these
procedures:

Vi.

Vil.

viii.

Xi.

Be available to greet members and guests 20 minutes before the session
and service begins.

. Wear a name tag.
. Greet guests warmly with a smile. Help them feel welcome.

Assist with children who are visiting and secure complete information from
the parents.

Encourage families to complete the New Family Form on the computer.
Make sure to record each child’s birth date, and then refer to the current
age/room list for proper room assignments.

Prepare a Security Tag for parent and Nametag for each child. Briefly tell
parent how security tag is used.

We encourage you to have conversations with both the kids and the
parents. Try and focus on the kids on the way to their class and don't turn
loose of parents when you drop off the kids. Walk the family to the child’s
room (taking the youngest first). Talk about our HK policy that parents
are asked to remain outside the door when leaving or picking up their
child. Help them understand this is for the safety and security of their
child as well as others already in the room.

Introduce the child and the parents to the teacher. Help be in tune with
what our child-guest needs in order to feel loved and welcomed while
trying to not disrupt class if at all possible. Assure the parent that their
child will be fine but if the child should be overly upset we will contact
them.

Ask parents to complete the Sign-in Sheet by the door (if applicable). This
will help us locate them quickly in case of emergency.

Show parents the hallway to the sanctuary or escort them to the
Information Desk in the Gathering. Feel free to offer them a tour of the
entire church and answer questions about HHBC.

Tell parents again how happy we are to have them with us today.

13
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B. Promotion and Structure of the Classroom

i. Community Groups. Community Groups are our small groups for children.

ii. Promotion. Promotion of the children to the next age level is based on the
school year. Our Hillside Kids community group year runs from the
beginning of the school year through August of the following year.

iii. Hillside Little Kids - Children who have turned two years of age by
September 1st promote to the next age level. Children under the age of
two advance to new rooms based upon maturation/development at any
time during the Community Group year and as space is available. These
children are grouped into Infants, Crawlers and Walkers.

iv. Hillside Big Kids - Hillside Big Kids staff leaders pray over the list of
students that are going to be promoted to the next class. Then each class
is carefully analyzed considering classroom size, boy/girl ratio, and the
Community Groups their parents are in. Because such careful
consideration is given to placing the children in classrooms, we ask
parents that want to change their child’s classroom do so only through the
approval of the Hillside Big Kids Director.

C. Classroom Management

So much goes into managing a classroom effectively. Teachers are asked to
encourage the children in their classroom by the following:

i. Give encouragement freely.
ii. Set reasonable limits for the class and each child.
iii. Be consistent.
iv. Correct a child’s behavior with love and respect. If you were in that
child’s place, how would you want to be corrected?
v. Avoid embarrassing a child.
vi. Avoid threats.
vii. Notice and acknowledge a child’s appropriate behavior.
viii. Give bountiful emotional support to the child who misbehaves.
Misbehavior is often a plea for help.
ix. Never yell, hit or hurt a child.
x. If a child is out of control or you need assistance, contact a Hillside Kids
staff member or coach right away.
xi. Let Hillside Kids staff know of recurring problems. In some cases, we may
need to contact a parent.

14
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IV.

D. Restrictions/DHS Handbook

i. Hillside Kids follows the guidelines of the Department of Human Services
(DHS) handbook for childcare givers to restricting volunteer behavior with
children. The following is taken from the DHS Handbook for Licensing
Requirements for Child Care Centers, 12-1-99. Teachers and classroom
leaders are restricted from the following:

1.

8.
9.

Subjecting children to punishment of a physical nature, e.g.
shaking, striking, spanking, swatting, thumping, pinching, popping,
shoving, spitting, biting, hair pulling, yanking, slamming, excessive
exercise or any cruel treatment that may cause pain;

Putting anything in or on a child’s mouth as a punishment;
Restraining a child by any means other than holding and then only
for as long as is necessary for the child to gain control;

Subjecting children to punishment of a psychological nature, e.g.,
humiliation by derogatory or sarcastic remarks about them or their
families, race, gender, religion, or cultural background;

Using harsh or profane language or actual or implied threats of
physical punishment;

Punishing or threatening children in association with food, rest or
toilet training;

Isolating a child without supervision or placing him or her in a dark
area;

Permitting children to discipline other children; or

Punishing an entire group due to the actions of a few children.

Relational Leadership: Hillside Kids Values that God Uses Relationships
with Adults and Students who are Passionate About Jesus Christ to Help
Lead Children into a Relationship with Him.

A. Teachers

i. Volunteer Teachers. Teachers in the Hillside Kids ministry play a vital role
in laying a spiritual foundation for young children. There are a few
requirements for all volunteer teachers.

1.

All teachers must be professing Christians, men and women who
want to love and nurture children.

All teachers must be members of Henderson Hills Baptist Church
and have held membership for at least 6 months.

15
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4.

All teachers must complete our “Recognizing and Reporting” safety
training, which includes submitting an application and passing a
criminal background check.

All teachers must be willing to follow all procedures of Hillside Kids.

ii. Employed Teachers. Hillside Kids utilizes paid childcare for events outside
our normal weekend worship times. The Christian Learning Center also
utilizes paid childcare. The requirements to be considered for employment

are.

1.

2.

Applicants should submit an employment application and screening
application (when implemented).

Applicants should successfully complete an interview with the
appropriate supervisor.

Applicants should complete “Recognizing and Reporting” training
which includes submitting an application and passing a criminal
background check.

Applicants must be willing to follow all procedures of Hillside Kids.
Applicants must agree to and sign a Statement of Faith form,
agreeing to the same foundational believes as Henderson Hills
Baptist Church.

iii. Student Helpers. In order to train future teachers, students may be
enlisted to help Community Groups. Guidelines for student workers are:

1.

3.

Student workers must be 6th grade or older and must be approved
by the Childcare Supervisor before serving in classrooms or
childcare.

Student helpers must be at least three years older than the children
in the classroom they serve and may never be left alone with
children.

All student helpers are expected to follow Hillside Kids policies and
procedures.

B. Expectations of Teachers

i. Use and teach only the curriculum furnished by the church.
ii. Prepare the classroom and have materials ready to teach before the first
child arrives.
iii. Be in the room a minimum of 15 minutes before the session begins.

16
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VI.

iv. Be responsible for notifying the Hillside Kids team as soon as possible if
they are going to be absent.

v. Assist in cleaning the room and putting away all the materials at the end
of each session.

vi. Realize that the classrooms are used by many different ministries. Work
well with other ministries in keeping the room ready for the next ministry
and regarding other ministry items with respect.

vii. Participate regularly both in corporate worship and in Community Group
Bible study.

viii. Minister to children and their families.
ix. Cell phones should be turned to vibrate during teaching sessions and be

out of sight.

C. Training Teachers

i. All Hillside Kids (volunteer and employed) teachers are expected to attend
periodic training sessions each year. For employed teachers, this training
is mandatory. Training will help ensure all teachers are well prepared and
informed about curriculum, teaching methods, safety, security procedures,
and other important issues.

Family-Driven Discipleship: Hillside Kids Partners with Families, Who Play
the Primary Role in Discipling Their Children

We believe God has given parents the primary responsibility of discipling their
children, and we want to come alongside families in that role. Since we only have
kids for a limited amount of time each week, our goal is to make that time count by
providing a fun, safe, and loving environment where kids can know Jesus and grow
in His Word. We want families to leave feeling supported and equipped to continue
discipleship at home.

Fun: Hillside Kids Values the Role FUN Plays in Ministry to Children.

A. Kids' Night Out. This is a Friday night designed to provide affordable childcare for
children whose parents attend Henderson Hills.
i. Children birth through fifth grade are eligible.
ii. Registration is required through a link on our website and the registration
deadline is noon on Monday before the KNO date.
ii. Children attending Kid's Night Out enjoy Bible based games, crafts,
activities and snacks.

17
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B. Vacation Bible School. Vacation Bible School is held in June each year. Itis

designed for kids who have completed Kindergarten through 5th Grade. We also
have a program in place for birth through Pre-K aged children whose parents
serve in VBS that week. Vacation Bible School is a time for kids to have fun
while rotating to Bible story time, recreation, crafts, missions and snack time.
Registration is required and available online in the months leading up to VBS.

Kids Kamp. Kids Kamp is our camp for children who have completed 3rd Grade
through 5th Grade. Itis held in July of each year. High School students as well
as adults lead out in creating a family-unit for our kids while they are at camp.
While they are at Kid’s Kamp, children are experiencing fun times with friends in
activities they get to choose, worship that is kid-oriented and great Bible study.
Registration is online and a deadline for registration is in place each year.
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