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“People were also bringing babies to Jesus to have Him touch them. When the disciples 
saw this, they rebuked them. But Jesus called the children to him and said, ‘Let the 
little children come to me, and do not hinder them, for the kingdom of God belongs to 
such as these. I tell you the truth, anyone who will not receive the kingdom of God like 
a little child will never enter in’.” ~Luke 18 
 

Jesus is teaching here that it is necessary to be humble before God and he is 
comparing this humility to childlikeness. People must come to Him in humility 
in order to enter the kingdom. Children come with expectation and excitement. 
They come realizing that they are not sufficient in themselves. They depend  
totally on others. 

This dependence leads children towards Faith or away from it. The Nursery 
Ministry seeks to  move them towards the day they will come to know Jesus by 
providing for all little ones a safe environment with loving Christ-like spirits   
during our worship services. 

 

 

Serving in this ministry is a big responsibility! Our little ones are trusting us to 
take care of them and show them the love of Jesus. Their Parents are trusting us 
too! They need us to do our very best to give each of them the proper care and 
love they need. God expects this from us in whatever area we serve! 
 
Our little ones want to thank you for volunteering to help care for them in 
their nursery. The following handbook will help you to care for them with your 
very best for their sake and to the glory of the Lord!  
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We are able to provide this ministry only with the volunteer support of church members. 
We are always looking for folks who love babies! We also ask that every parent who utilizes 
the nursery ministry on a regular basis by bringing their own little one, that they sign up to 
serve once a month. 

 
 

The nursery is located in the building with the gym. Once inside, you take a right turn past 
the bathrooms and then another right at the Mainstreet intersection. You will find the 
Garden of Eden to your left. We offer care for our 9:30 and 11:00 services and also for our 
6:00pm classes. There are two main divisions and rooms, one for infants (Creation Carou-
sel) and one for walkers and crawlers (Paradise Playground). There is also a private room 
for mothers who are breastfeeding. 

 
 

All individuals bringing little ones to our Nursery must sign in, receive check in labels and a 
pager. The pager is the parent/guardian’s “ticket” to being able to pick up their child at the 
end of the service. We do not release infants to unknown individuals, young siblings, or 
people without pagers! 

 
 

Should you have any questions regarding the Nursery and its procedures or scheduling, 
Please contact: Heather Halverson at: hzaoutsos@gmail.com or 571-249-8136. If you are 
unable to reach Heather and need immediate assistance with a matter, please contact Pastor 
Josh at jbaker@capitalbaptist.org or 703-560-3109 x118. 



 

Nursery Procedures    
 

Your Arrival At The Nursery 
 

1. Please arrive at least 10 minutes before service time. This is very important! 
No one wants to arrive at service after it has already started so parents have to 
be able to drop their children off before the service starts, which means you 
need to be there early to receive the children.  

 

2. The first thing to do is to thoroughly wash your hands and put on a smock and 
     footies. Also remove any jewelry as it could come off and become a chocking 

hazard. 
 

3. A smock identifies you as an approved worker to parents. (When finished, 
please do not re-hang or fold your smock, place it and your footies in the   
hamper for washing.) 

 

4.  Please check the cribs to see if they need clean sheets. Clean sheets will have a 
     “clean” velcro tag on the crib. When a baby is put in a crib turn the tag to dirty 

so that workers will know the sheet has been used. 
 
Arrival Of Children 
 

1. Smile! Be courteous and positive. Introduce yourself to the parents.  Greet the 
child and parents positively and lovingly. You represent the Lord and Capital 
Baptist Church to them.   

 
2.  Remember to take attendance of each child as they arrive by writing them in 

on the provided nursery attendance sheet attached to the clipboard on the 
check in counter. 

 
3.  Please note that parents care for their children in various ways, and we need to 

be careful to not be critical of someone who has a different philosophy          
regarding aspects of childcare than yourself. (Example: feeding, pacifiers,  
comfort level in leaving a child, etc…)  

 
4. Checking in children:  Nursery leaders will assign a pager to each parent upon 

check in.  This number will be recorded on the nursery label.  A pager will be 
given to each family for check in/check out safety.  Make the parents aware of 
the fact that the pagers VIBRATE and that they will need to place the pager 
next to their body and not in a jacket pocket or purse. 

 
Nursery Label Instructions:  The nursery label is a two part label: 
The smaller part of the label which is on the left side is to be filled out and put on 
the child’s diaper bag. Please also label all bottles and special foods as well as 
pacifiers (or make sure they are attached to the child). 
 
The larger part of the label which is on the right side is to be filled out and put on 
the child’s back. 
 

 



Pagers 
 

 

Please be nice to the pagers! They cost about $100 to replace. Please keep them 
from getting wet or moist or exposed to extreme temperatures. Be careful not to 
drop them.  
Make sure that all pagers are returned at the end of service! Do not turn a child 
over to a parent no matter how familiar they are if they have not given you back 
their pager! This the single biggest way we lose pagers: a volunteer knows the 
parent of a child real well and just gives them their child without following        
procedure and in casual conversation, the parent and worker forget about the 
pager and the parent goes home with the pager still in their possession. 
 
Directions:  
 
Parents are to be paged: 
 

 — if the baby is a nursing baby and appears hungry 
 — if child becomes ill 
 — if an injury occurs 
 — if a child is not comfortable after 15 minutes of prolonged crying  
 
1. If receptionist is present at the desk, they will distribute each pager and        

explain how it works to the parent(s). 
2. Unless you are using one of the old pagers (mostly found in the 2yr old room) 

the pager stays on all the time in the docking station. You do not need to     
ensure that it is on. If it is an old one, do make sure it is on before parents 
leave the nursery. By pressing for a few seconds, the “red circle” in front of the 
pagers should come on by vibrating and green light flashing. 

3. A pager number will be assigned to each child. The pager number is on the top 
of the pager (on back if old vers). Pager will be given after the sign in stickers 
are complete. 

4. To call a parent, note on the instruction guide near the pagers which message 
you need to send. You then punch in the number on the sticker on the back of 
the child and then press the appropriate number: F1 “Return Pager” F2 “Baby 
Hungry” F3 “Child Fine” F4 “Please Come” 

 If an old vers. pager, you just punch in the sticker number and hit send. There 
are no individual messages available. These pagers only vibrate.  

5. Pagers will start vibrating several times. 
6. Parents need to press the button on the side (or red circle button on old vers.) 

to shut it off. 
7. At the end of services punch in “911” then F1 and all pagers will send a friendly    

reminder  for parents to pick up their babies and return the pager. (for old vers. 
just punch 911 and send) 

8. Make sure when pagers are returned that they are placed back in the docking 
station to charge. You must apply pressure on top of them until they snap into 
the dock and display a red charge light. (old vers. shut off by pushing in the 
button and holding until they vibrate once.)  

 



Diaper Changing 
 

Guidelines: 
 

Disposable gloves are required! A new pair of gloves are to be worn with each diaper 
change. For safety accountability, there should always be two people present when diapers 
are changed and you must be over 18. Never leave a child unattended on the changing  
table. All eligible workers need to share in this responsibility. Please check all diapers at 
least once during each service and change all those needing to be so within 20 minutes of 
the end of the service. Do not wake a sleeping child to change. When parents arrive, let 
them know their child was sleeping and not changed. Do not use supplies from another 
child’s diaper bag for rash, etc. A child may have a condition or allergy we are unaware of 
and this could aggravate the situation.  Diapers in cabinet drawers are only for children 
that come with no diapers in their personal bag.  
 

Directions: 
 

1. Put gloves on. Get bag ready.   
 

2.       Pull out new diaper and ointment if applicable.  
 

3.       Place a “Changed with Care” sticker on the diaper of the child you are changing. 
 

4. Put new paper roll on changer.  
 

5. Place child on diaper changing pad, making sure their bottom is on the paper. 
 

6. Loosen clothes. 
 

7. Grab wipes by the changer and pull up fresh paper on the roll if needed. 
   

8. Open diaper.  Pull diaper out by rolling inward as you shut close, while holding  
 babies legs up. 
 
 

9. Put dirty diaper on top of  paper. 
 

10. Pull baby’s legs upward and backward. 
 

11. Wipe baby’s parts until clean and between skin folds. 
 

12. Place new diaper to fit comfortably and finish dressing baby. 
 

13. Put baby in crib or on floor. 
 

 Take soiled diaper and gloves and wrap in the used table paper and tear off.  Toss in 
 trash can underneath the sink. 
 

14. Wash hands immediately. 
 

15. Wash your hands with soap by placing them underneath the germicide dispenser.  
 Move your hands back and forth.   
 

 

16. Wipe down changing pad with disinfectant wipe at the end of service. 
 
 







 
Pick Up Of Children 
 

Checking out children:  When parents return to pick up a child ask them for their 
nursery pager and verify that the number on the pager matches the child’s number.  
Once this verification is made you may release the child to their parent.  If a parent 
does not have the pager DO NOT release the child into their care. 
 

All parents must present their child’s pager when picking up their child.          
NO EXCEPTIONS!  Contact the Nursery Coordinator on duty (or if unavailble, Pastor 
Josh) if someone attempts to pick up a child without a pager. Do not be afraid to be 
firm in this area. A safe nursery is very important to all concerned.   Nursery parents 
are also under the “10 minutes” rule for pick-up. They need to pick up their child 
within ten minutes of the end of the service to allow for all volunteers to effectively 
clean up and leave in a timely manner for their own families. 
 
Your Dismissal From The Nursery 
 

After each service, please make sure these items are done before you leave: 
 

—Wipe down each toy that has been played with using a disinfectant wipe. If it has 
fabric, place it in the laundry bin to be washed. 

—Remove all bed sheets after each use and place in the white bin under the  
   nursery bathroom sink for laundry. 
 

After the 11:00 service is over, please make sure these additional items are done: 
 
—Put away all toys by categories on their corresponding shelves, for example: 
    Trucks, blocks, etc. Note the pictures above the room light switches for        

reference. 
—Make sure all trash is removed from all the surrounding areas and trash cans. 
   Place new bag in waste baskets.  Take soiled diapers past washer/dryer to 

dumpster in kitchen hallway near bathrooms .   
—Ensure that one person on shift takes the dirty laundry to the kitchen hallway 

washing machine and starts the wash. Laundry soap is in the white cabinet   
behind the check in station. 

—Make a quick check of supplies and note anything you are running low on and 
mark it with a dry erase marker on the plastic covered sheets in the folder on 
the side of the white cabinet behind the check in table. 

—Turn off all light switches by pushing down until they “click”. 
 

 



 
Cleaning Toys 
 

By maintaining this area with excellence, we extend the life of all the items God has blessed 
our Nursery ministry with. Let us be very faithful in carrying out these duties. 
 

 
1. Wipe down with disinfectant wipes all surfaces that children have came in contact with.  

(kitchen, highchairs, mats, cribs, scooters, doll strollers, etc.) 
 
3. Collect all dirty toys and wipe down with disinfectant wipes and put back on the shelf or 

in the clean bin. 
 
4. Put all soiled sheets, lap pads, burp clothes, cloth toys and smocks/footies in the laundry 

bin. 
 
5. Vacuum up any crumbs that are on the floor. There is a small vacuum behind the check 

in counter. 
 
6. Empty all trash. Please take it to the large gray dumpster in the kitchen hallway past the 

washer and dryer. 
 
Cleaning Furniture 
 

1. Gliders—Wipe the wood with a disinfectant wipe. The Nursery Director, and assistant, 
or a maintenance worker will wash the glider’s cushion covers every 3-4 months. 

  
2.  Cribs and Mattresses: Wipe down with disinfectant wipe. 
 
3. Walkers Table—Clean with disinfectant wipes and dry with paper towels. Also make 
 sure and wipe out the chairs and edges of the seat holes especially.  
 

4. Acrylic Mirrors—Wipe down with disinfectant wipe. 
 

5. Pastel Soft Vinyl Mats, Blocks, TV,  and Play Squares—Wipe down with disinfectant 
 wipe. 
 



Nursery Policies    
 

Absentee Policy 
 

We are counting on you to be in the nursery on your assigned Sunday. If you are 
unable to be there, please use the nursery schedule to find someone to trade with 
for vacations and illnesses. Keep your schedule in a handy place!  It is your 

responsibility to trade or get a substitute; otherwise you leave your           
co-ministers shorthanded. Unless it’s an emergency, please take care of finding 
your replacement before Saturday evening. Don’t wait until the last minute to 

trade!  If you need assistance in finding someone, please contact the Nursery 
Coordinator (contact info on page3). It is often impossible to find nursery workers 
at the last minute when you have not found a substitute or you do not call in, so 
please don’t put us in this predicament unless it is an emergency.  
 
Dress Policy  
 

Footies and smocks are provided and must be worn at all times while serving in 
the nursery.  Dress comfortably.  Please do not wear shoes inside the rooms.  Do 
not wear long and/or sharp jewelry that babies can pull, put in their mouths, or 
that will cut or scratch them.  Please do not wear strong perfumes or colognes on 
your nursery shift. 
 
Hand Washing Policy 
 

Wash your hands as you enter the nursery and after each diaper change or nose 
wipe. Hand sanitizer may also be used in place of washing hands. 

 

Medication Policy 
 

Workers are NOT to administer any medications. Please have parents administer 
any required medications. This includes Tylenol, Oral Gel, teething medications or 
any over the counter or prescription medications. 
 

Nursing Mothers Policy 
 

Nursing mothers are to be directed to the designated room that is in back of the 
unused room. This room has been beautifully designed to provide comfort and 
privacy during feeding times.  Because the space is limited, we do ask that 
mothers limit their stay to just the time required to meet the needs of the child.  
This room is never to be used for people to just sit and talk.   





 
 

Extras Policy  
 

 

There are a few times in a year when we have a fifth Sunday in the month. All workers are 
to come one extra time during the year to help out on a fifth Sunday. Parents and babies 
don’t realize that it is an extra week, it’s just Sunday to them. There are four weeks of 
workers so when the fifth Sunday occurs, the schedule works on rotation.  
 
 

This makes it possible for the nursery to be staffed normally for those fifth Sundays. The 
Nursery Coordinator will let you know when it’s your extra Sunday at least one month in 
advance. 
 

Also, when we have revivals, mission’s conferences, etc., the Nursery Coordinator will ask 
for volunteers for these special events. 
 

Moving On Policy 
 

If you do not have a child in the nursery and you are serving as part of your ministry and 
you decide to move to another area of service, please give the Nursery Coordinator  

two months notice. This will help us to be proactive and avoid gaps in coverage. 
 











Thank you for choosing to server our Savior in this way! Thank you for 
providing a way for children to begin their journey towards faith as you 
show them Christ's love with your hands of service that will clothe them 
when they need it, feed them when they need it, and love them when 

they need it. 
 

Then the King will say to those on his right, 'Come, you who are blessed by my Father; take your inheri-

tance, the kingdom prepared for you since the creation of the world. For I was hungry and you gave me 

something to eat, I was thirsty and you gave me something to drink, I was a stranger and you invited me in, 

I needed clothes and you clothed me…' 

 

Then the righteous will answer him, 'Lord, when did we see you hungry and feed you, or thirsty and give 

you something to drink? When did we see you a stranger and invite you in, or needing clothes and clothe 

you? 

 

The King will reply, 'I tell you the truth, whatever you did for one of the least of these brothers of mine, you 

did for me.' 

       Excerpts from Matthew 25:35-41 

 

 
 


