volunteer booklet

our vision

Knowing,
growing &
showing
God’s love

GETTING TO KNOW
BETHLEHEM BAPTIST KIDS
kia ora and welcome

Preschool Pastor

Susan Wright

Welcome to Bethlehem Baptist Kids.
We are so excited that you have shown
interest in partnering with us as a
volunteer. We trust that as you serve our
children you feel spiritually enriched and
blessed knowing that you have helped
empower our younger generations.

Primary Pastor

Mandy Cremer
This booklet touches on the BBK vision
and explains the commitments, roles and
opportunities for volunteers within our
ministry.
We count it an honour that you are
considering being part of our team and
we look forward to sharing this journey
with you.
Ka pai to koutou ra – Have a nice day!
Susan and Mandy

our mission
To study the Word of God, pursue a relationship
with Him and discover our identity in Christ as we
become active participants in the Kingdom of God.
Through the study of the Word of God, children will
understand God’s love and nature.
As children pursue a relationship with God, they’ll
grow in wisdom.
To provide an environment for children to be active
in the power of the Holy Spirit.

So, you COMMITMENTS OF A
want VOLUNTEER:
to be a
personal:
Volunteer? • I have accepted Jesus as my Lord and Savior.
•

I have a growing relationship with Jesus.

•

I regularly attend BBC adult/youth gatherings.

•

I will pray for Bethlehem Baptist Church and
Bethlehem Baptist Kids services.

•

I will attend team meetings.

•

I support the vision of BBC and BBK.

leadership:
•

I will arrive on time.

•

I will accept/decline Planning center rosters
with plenty of notice and contact another team
member to arrange swaps where needed and
contact team leader.

•

I will check emails regularly for schedules, run
sheets and team meeting times.

•

I will have fun at our services! Positive!
Enthusiastic! Actively involved! I will support
the up-front leader in their teaching.

•

I will hang back for 10 minutes at the end of the
service to communicate with other leaders and
clean up/reset the room.

Where can
I serve?
We have four rooms operating on a
Sunday morning ranging from mothers
and babies up to primary age children.
They all need support and function with
an adult: child ratio for safety reasons
and so volunteers are essential.

babies

Age: newborn to
walking

expectation:
This team member needs to have nurturing nature
and enjoy snuggling babies and supporting new
parents. You need to be confident at meeting new
people and making them feel welcome.
This role is one service, once a month.

tasks:
•

Arrive 15 mins before the service starts to set
up the room, make sure it’s clean and tidy, put
toys out, move seats etc.

•

Ensure that the live feed of the main service is
working.

•

Welcome people as they enter, introducing
yourself and signing them in on the register.

•

Make people hot drinks, offer snacks as
needed. Some volunteers bring home baking
for this.

•

Offer to hold babies if parents look like they
need a break.

•

Offer encouragement or prayer as needed.

•

Wash any dishes and reset room.

toddlers

Age: 1-3 year olds

expectation:
This team member needs to be calm under
pressure, attentive to toddlers’ needs, and regular
and reliable as the little ones respond best to
repetition and predictability. Toddlers are often
just learning to be apart from their parents and
may need extra support with settling in. This
role is one service fortnightly or monthly, with an
understanding that toddlers love consistency, so
the more frequently you can serve, the better.

tasks:
•

Help set up the room as needed: chairs,
activities, toys, snacks etc.

•

Greet the children and their families and help
settle children.

•

Preparing, serving and cleaning up morning tea
snacks and water cups, and closely monitoring
children as they eat and drink.

•

Monitoring children inside, and outside when
available and being mindful of ratios.

•

Engage with the children on their level in a
peaceful and playful way.

•

Clean-up/reset room.

preschool

Age: 3 to 6 year olds

expectation:
This team member loves to play! The preschool
room is a busy hub of activity on a Sunday morning
and volunteers need to be able to engage with the
children as well as help to create a peaceful, safe
and joy filled atmosphere. This role is one service,
every 2-4 weeks.

tasks:
•

Help set up the room as needed: chairs,
activities, drawing materials, games, snacks
etc.

•

Greet the children and their families and help
settle children.

•

Distracting, redirecting, engaging as needed.

•

Preparing, serving and cleaning up morning tea
snacks and water cups.

•

Monitoring children inside, and outside when
available and being mindful of ratios.

•

Engage with the children on their level in a
peaceful and playful way.

•

Clean-up/reset room.

primary

Age: 6 to 11 year olds
(School Year 1-6)

This is our biggest room and there are many
different roles involved in creating a successful
morning.

production team
This team provides a solid foundation within
the kids’ service through lighting, sound and
visual media systems. This role requires you to
be focused on the job and not easily distracted.
Training is provided.

tasks:
•

Operate the sound desk, music and
microphones.

•

Run key notes, YouTube clips, etc. on the big
screen.

•

Follow a run sheet and be attentive to the
up-front speaker to avoid any delays in
programming.

up front communicator/actor:
This team member needs to be able to capture our kids’ attention through
funny and simple skits, acting as a MC throughout the morning and maybe
even lead the 10-minute group session time if you are comfortable with that.
All the planning and prep is done for you by the Kids Ministry team.

tasks:
•

Perform short skits on the stage that support the lesson.

•

Be willing to dress in costume and be ridiculous.

•

Can MC the program where needed.

•

Potentially lead the 10-minute lesson/story if confident.

room rover:
We have a large room with lots of kids and it can sometimes be overwhelming
for children as they join this space. A rover is someone who provides one
on one support where required, helping to create connections for new kids,
support those who may be struggling to participate or settle into small groups.
It’s a varied role that requires someone who is observant and can think quickly
on their feet.

tasks:
•

Welcome the children as they arrive.

•

Support new families by showing them which group to sit in, what
activities they can do to start, introducing them to their small group
leaders.

•

Rove the back of the room during lesson time and direct children who are
distracted back to their small group. Some creative behavior management
required.

•

Making sure children aren’t leaving the room unsupervised.

small group leaders:
Small groups leaders are a crucial part of our ministry here at BBC. These
team members need to be right in amongst the children, making them feel
welcome, building relationships and answering questions they may have. You
need to support them through the craft and lesson, helping them engage and
have an understanding of what is being said. The groups are age based, and
around 10-20 children in each group. 10 per group is our goal, however we
need small group leaders to help make this possible. We prefer our Small
Group leaders to commit to coming weekly, many serve one service and
attend one service.

tasks:
•

Sit on the coloured mats during the session.

•

Welcome any new children to your group and make them feel welcome.

•

Support the children through the craft activity to start the session, and
tidy up your area after the craft is finished. Return work trays to the store
room.

•

Encourage your group to sit quietly during lesson time and participate
where needed.

•

Take any children from your group to the bathroom/toilet as they aren’t
allowed out of the room unsupervised.

•

Answer questions and promote conversations with the children about the
lesson during ‘small group time’.

•

Be led by the Holy Spirit and encourage children to pray.

•

Build relationship with the children and communicate during the week for
significant events like birthdays etc.

set up & pack down team:
This team member would need to arrive at church early (1/2 hour before
service) and help with the set-up of the room, would be able to go to the main/
adult service, and then return at the end to clean up/reset the room.

tasks:
•

Move any furniture that may be in the wrong place as needed.

•

Set out/pack up four coloured mats onto the floor.

•

Help team set up/clean up crafts trays.

•

Pick up any rubbish or lost property from the floor and vacuum if needed.

•

Help with any extra tasks the Kids Ministry team may need.

Extra
Roles

registration & welcome
desk:
The BBC Kids registration desk is there to bring a
smile and help our kids and caregivers feel at home
whether it’s their first time at BBC or they have been
there for years. This role has two main elements –
a friendly face who is a great conversationalist who
can welcome people to our space, and someone
who can help manage the iPad check in system
and make sure it is running smoothly. Training is
provided for this. This role is both services, once a
month.

tasks:
•

Welcome families to the service.

•

Help show visitors where they need to go and
introduce them to team leaders.

•

Welcome any new families and collect details
on Connect Cards.

•

Set up and assist with the iPad check in
system.

•

Print attendance reports for rooms.

•

Reset iPads for second service and shut down
after registration.

security
Because we have such a large number of families attending BBK who are
spread out across a number different rooms, security is a very important part
of what we do. The hallway between the rooms is a place where a lot of people
can congregate and we want to ensure that it is a safe place for families.
Security is a team who monitor this area, ensuring everyone is where they are
supposed to be, directing people to where they need to go and supports the
team leaders with any issues that may arise. This person needs to be firm –
but also friendly and welcoming to children and families. Their role is not to
scare, but to protect. Ideally this role is both services, once a month.

tasks:
•

Monitor the hallway between the rooms.

•

Ensure no children are leaving the rooms un-supervised.

•

Re-direct anyone who shouldn’t be in the kids areas.

•

Keep in touch with room leaders for any support they may need.

•

Chat with parents who may be lingering and need support.

•

Assist with registration – particularly the Sign-out process at the end of
each service.

•

Assist with any emergency drills or procedures.

t-shirts
and
lanyards

Every person serving on a BBK team must wear a
BBK t-shirt and a coloured lanyard. This is so that
you are easily identifiable by kids and their parents
as someone on the team. T-Shirts will be issued by
your team leaders and the lanyards will be available
in each room on a Sunday morning.
•

For safety reasons, every person in the room
must be identified as either:
•

a volunteer – by wearing a lanyard;

•

as a child – by wearing a coded nametag;

•

as a parent – by having a security sticker;

•

or as a visitor – by wearing a Visitors
sticker from the registration desk.

If you see someone in the room that has not been
identified in any of these ways, please speak to the
team leader.

planning
centre

We use Planning Centre to do all of our rostering
and communication with you when you serve in
BBK.
You will receive a Welcome email from them which
will direct you to create a user name and password.
You will then receive scheduling emails with your
rosters which you will need to Accept/Decline
where appropriate. The earlier you can do this the
better, as the team leaders can more successfully
plan a session when they know who is going to
be there. Declining should only be for specific
circumstances, and if you do have to decline
then we encourage you to contact another team
member to replace you.
You can also use the app – we highly recommend
this!
The app shows you your schedule, lets you see the
lessons, reminds you when you are rostered on,
and you are able to block out dates that you are not
available to be scheduled. This is the easiest way
for us to communicate with each other effectively.

application to be a volunteer
Now that you have read through our roles, you may have a clearer idea of
where you would fit in our ministry. We love to see people working to their
strengths and we value new ideas, talents and interests. We would love to
hear from you about what you are passionate about, and what your gifts are.

personal info:
Name:
Phone Number:
Email:
Family information (e.g. Married? Kids? Youngest/oldest? Etc.)

Occupation/Year at School?

Hobbies/Interests?

How long have you been coming to BBC for?

How long have you been a Christian for?

Do you believe in the Father, the Son and the Holy Spirit?

What made you want to serve in our children’s ministry?

What are your strengths?

What are your weaknesses?

How can we most support, help and encourage you?

How can we pray for you?

I would love to serve in the Babies/Toddler/Preschool room (circle)
Or:

I would love to serve in the Primary room in the role of:
Production/Room Rover/Up Front/Small Group leader/Set up pack down
(circle)
Or:

I would love to serve on the Welcome/Security teams (circle)

I am able to serve weekly/fortnightly/monthly (circle) in the 9am/11am
service (circle)

health and safety
“Every child deserves to feel safe and loved always.”
At BBC Kids the health and safety of our children is of extreme importance and
we rely on you as volunteers to assist us with this. It is not negotiable – if you
are to volunteer on our team then this is what we expect of you at all times.
Each room has slightly different safety guidelines, but the three main point are:
1. Supervision of children: Children must be supervised at all times. We
follow the adult:child ratios set out by the Baptist Children and Family
Ministries – Safety First document. This is different in each room so
make sure you ask your ministry leader what this is. You must never be
alone in a room/toilet/cupboard with a child. This is for your protection as
much as theirs.
2. Behaviour Management: As volunteers, we expect you to take a
positive stance on behavior management, e.g. encourage the children
to participate and listen, encourage them to be respectful, redirect them
where necessary, engage them in play. If a child is unwilling to participate
appropriately, this is the responsibility of the ministry leader to follow
through. Remember: Every child deserves to feel safe and loved always.
3. Emergency Evacuation: Each room has its own unique evacuation
procedure, so please ensure that you are familiar of what this is. We have
a huge responsibility as volunteers to ensure the safety of the children
in our care, and we rely on you to be informed, remain calm, and follow
instructions appropriately.

I have read the Health and Safety brief and agree to abide by it

Sign/Date Volunteer:__________________________

privacy and confidentiality
As a member of our BBK team, you may come into contact with personal
information about children and their families that could be sensitive and
should be kept confidential. Please keep all information you might encounter
and children’s health, behavior, disabilities, and related matters confidential
and only disclose it to BBK staff and leaders who need to know. This is in
order to protect the families and children who attend Bethlehem Baptist
Church.

I have read the Privacy and Confidentiality brief and agree to abide by it

Sign/Date Volunteer:_______________________________

I (Team Leader) have been through all relevant documents with

_________________________________ (volunteer).

Sign/Date Team Leader:_____________________________

contact us
P | 07 576 2344
E | kids@bethlehem.org.nz
A | 90 Bethlehem Rd, Bethlehem, Tauranga

bethlehem.org.nz

Follow us on bethbapchurch

