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AGE LIMITS

To better suit your needs here at Duplain Church of Christ, we have age limits in all classes as follows:



Nursery: 0-2 years according to birthdate



2’s and 3’s:  2-K years according to age or school glade



These two groups are promoted based on the child’s birthdate, however, 



the remainder of the classes is based on completion of the  grade in 



school according to the name of the class (for example, the 1st and 2nd 



Grade Class). Students Kindergarten thru 12th grade will be promoted 



yearly.



We will take into consideration special circumstances when some 



children cannot be separated according to their proper age.  This will be 



allowed as long as it doesn’t become a disruption for the teacher or the 



other children in the class, and it is preferred if it only happens for a short 



period of time (a few weeks, for example).

CLASSROOM SUPERVISION


Here at Duplain we have an OPEN CLASSROOM policy.  Classrooms or child care rooms may be visited without prior notice by the church staff, parents, or other volunteer church workers.  We have observation windows in our classroom doors for parents and supervisors to monitor classes during youth/teacher activities.  It is also our policy that more than one worker be in the classrooms and during activities involving children.
SIGN-IN/SIGN-OUT

For the safety of all children nursery age through the 5th grade, DCC has implemented a Family Code System (FCS).  The FCS code will be used in all the classrooms and will be used in paging parents if and when their attention is needed.  When a child is first introduced to the programming of DCC a parent or other responsible person will be required to register their child by filling out basic information. At this time they will be given their specific family code which will be used to page them if they were needed for any reason.


  In this registration form, the parent or other responsible adult will be asked to identify all approved individuals whom the church can release the child to.  It is encouraged that this responsibility be limited to a few individuals closely connected to the child.  Parents are required to sign in their children in the appropriate classrooms. Having signed their child into the care of DCC the child will only be released to those individuals approved on the registration form or to the individual who signed the child into that event/class.  This will be true for all Nurseries through 5th grade students (this will also apply to 6th graders who are participating in any Children’s Ministry activity).
Here is how the system works:

1. Register your child for classes upon first attendance of DCC Children’s Ministries making sure to authorize other adults or siblings who have permission to check a child out from programming.  At the time of your registration you will be given a 3 digit code that will represent your family.  If you are needed for any reason you will be paged from the sanctuary using this 3 digit code.  This code will be the same for all children under your care. 

2. Take your child to their classroom (nursery - 5th grades) and sign in on the sheet.  Be sure to check off the times (i.e., 9:00 and/or 10:30 a.m.) that your child will be attending class and let us know where you can be found during these times as well.   

3. The younger children (Nursery - Kindergarten) will remain in the same rooms for both hours.  You will need to pick them up and sign them out at the same location where you dropped them off.   For safety reasons, the workers will not release your child to anyone who has not been approved by either signing the child in or is indicated on the registration form.  The identity of those picking up children will be established thru personal recognition.  To aid in this an alphabetical listing, by child’s name, will be kept stating who is permitted to check a child out, along with a photograph of those approved.  In situations where this is not available and classroom staff cannot verify a person’s identity, identity must be confirmed through showing picture identification such as a driver’s license; in a situation such as this, the child will only be released to the person who signed that child in.  When picking up your child, it is important that you remember to sign out your child so that we have a record of who picked him or her up.  
The Parent Paging System will be used to notify the parents if their attention is needed for their child. A numerical display is located in the sanctuary above the piano on the left side of the sanctuary. If your family code is displayed you should report to the nursery for all age children.  Upon your arrival to the nursery you will be given more information regarding the situation.
AFTER SIGN-OUT


After a child has been signed out of a classroom or activity, the parents are responsible for supervising their children.  Young children who have “escaped” the parents will be helped in finding their parents.
Jr. Church and Elementary Children Security

Here at DCC we believe it is important for families to have time together in
corporate worship.  To facilitate this it is necessary to have a separate security procedures for Jr. Church.  During the 10:45 AM worship hour families, including elementary age children, will be encouraged to worship together until the conclusion of the communion and offering time.  At that time, children will be dismissed to Jr. Church where they will participate in age appropriate teaching.  When children are dismissed, they are to meet their teacher and other adult staff in the front foyer just outside the sanctuary.  They will then be led back to their classroom by the adult staff.  If a family desires to keep their children in the worship service for the full service time, they are welcome to do so.

Due to the fact that dismissal of children will take place during the worship service it will not be necessary to sign children into Jr. Church.  However, for families that would prefer to make sure that their child is present at Jr. Church they can communicate this intention to the teacher by signing a sign in sheet which will be made available in the front foyer at the welcome station.  Children that have been signed-in on this sheet ahead of time will be confirmed as present when attendance is taken.  If for any reason a signed-in child does not show up for Jr. Church the parents will be promptly notified and called out of service using the Family Code System.  All other children that have not been signed in will be recorded and then released at the end of the hour to the individuals indicated on their registration form.  In the case of first-time visitors, children can be redeemed by showing picture ID and sign-out by a responsible adult.  
COMMUNICATION FORMS


For communication from parents to workers regarding special needs of children, please fill out the appropriate communication forms:



Nursery:  parents are to fill out an “All About Me” instruction form (feeding, likes, 




  dislikes, comfort objects, allergies, etc.) These forms will be kept in a 



binder in the nursery.


Older Children:  parents are to fill out a Classroom Information form regarding 




special needs (asthma inhaler, allergies, etc.)
Allergies
Please make us aware of any allergies your child has so that we can avoid this  

                        serious problem.  

Snacks 
Snacks will only be given to your child based on your recommendation.  If there 

is a change of workers in the classroom, the worker leaving will inform the other if a snack had been given. This policy ensures that parents will be satisfied that their children’s dress clothing will not be stained and that their children have not over-indulged before lunchtime.  NURSERY snacks will be limited to crackers, cheerios and water unless prepared by the parent.


We also ask  that especially in the Nursery (or instances that you bring particular items only for the use of your child) that all belongings (diaper bag, pacifier, bottle, special toy, etc.) be labeled with the child’s name so that we can better take care of your child.  Newcomers will be asked to fill out information forms and regular attenders will be asked to update these forms periodically.

ALL ABOUT ME

My Name Is:___________________ My Birthday:__/__/__ / Date: ________

My Parents Are:__________________________________________________

My Address Is:___________________________________________________

My Phone Number Is:_________________

Nap Time Is:_____________


Feeding Time Is:________________






I:   (   )  nurse   (   )  take a bottle

I like to sleep on my:



When I take my bottle, please:



(   )   back




(   )   hold me in your arms

(   )   stomach




(   )   place me in bed

(   )   side




(   )   ____________________







(   )   call Mom, she wants to feed me

Mom says I can have a snack:   (   )  yes   (   )  no

Special care instructions, comfort objects, or allergy information: 

__________________________________________________

__________________________________________________

__________________________________________________

PLEASE mark your child’s bottles and belongings with his or her name.

So that we can best take care of your baby, please notify us of 

changes in this information.  

Duplain Church of Christ

Classroom Information 

Name:______________________ Birthday:___/___/___    Date:__________

Parent’s Name(s):________________________________________________

Address:_______________________________________________________

Phone Number:_________________

Allergies:______________________________________________________

Other Instructions: _____________________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________
Adults approved for sign out:

1._______________________

2._______________________

3._______________________

4._______________________

So that we can best take care of your child, please notify us of 

changes in this information.

CLASSROOM PROCEDURES


Duplain Church of Christ has implemented a Discipline Policy in order for child safety and for classes to run more smoothly. 



In general, the Nursery and 2’s & 3’s behavior is based on the 10 minute cry rule (workers will contact parents of these children after 10 minutes of fussing or crying to ensure the child’s comfort).  Preschool through High School behavior is based on respect for the teacher and other students in the classroom.


If you have any further questions you may refer to our discipline policy which is found in the Worker’s Handbook.  Questions may also be directed to the teachers or staff of DCC.

CLASSROOM DISCIPLINE

The following discipline plan will be implemented in all classrooms at Duplain Church of Christ.  

1st Offense:  warning specific to offense, 

2nd Offense:  2nd warning and redirect child to alternate activity, 

3rd Offense:  time-out (number of minutes to correspond with child’s age), 



4th Offense:  parent notified through parent-paging system and possible removal from 

classroom for the remainder of the class or another time-out, whichever the 


parent advises.

CHRONIC MISBEHAVIOR 
Chronic Misbehavior will be dealt with by a minister or an elder in a meeting with the teacher, the parents, and child (per situation and parent’s preference) in order to resolve the issue.

An incident report will be filed for these situations and given to the parents.  A copy of these reports will also be distributed to the teacher, minister, or elder involved and kept confidential.  Refer to page eight for an example of this report. 

SPECIAL DETAILS FOR NURSERY

Above all, we want your baby’s experience in our Nursery to be a loving, nurturing time so that you may fully enjoy your worship experience at DCC.


While the baby is still in the crib, little or no disciplinary action will be necessary. However, when the baby begins to crawl and to walk, he will test his boundaries.  In the case of a possible discipline problem (tantrum or child is harming another or self) we will use the following steps:

1.  Avoidance of problem situations.

2.  Distraction.

3.  Reward in the form of approval for appropriate behavior.

4.  Non-reward or disapproval for inappropriate behavior.

POLICY FOR A CHILD WHO BITES


1.  If the bite does not draw blood or break the skin and is not on the 


     

     face:




A. The biter is immediately directed to a chair or crib away from the 


   

    other children.




B. Comfort for the bitten child.




C. Explain to the biter, in a manner consistent with his/her age, that 


     

    this action is unacceptable and that parents will be notified. If 



     

    this involves older children, encourage an apology.




D. When the parents have come to pick up their children, both will 



     
    be told of the incident.  Both will be given a copy of this policy as well.



2.  If the bite draws blood, is on the face, or occurs a second time:



     (regardless if same service or not)




A. The biter is immediately directed to a chair or crib away from the 


     

     other children.




B.  Notify  parents of the bitten child immediately.




C.  First aid and comfort for the bitten child.




D.  Notify parents of the biting child through the parent-paging 



      

     system.




E.  Both sets of parents will be given a copy of this policy.




F.   Worker will fill out an Accident/Incident Report so that the situation will 



      receive appropriate attention to assure prevention and resolution.



3.
Parents of the biter are expected to:




A.  discipline the child for biting, encourage an apology from the 



     

     child, if appropriate according to his/her age.




B.  stay in the class with their child for the remainder of the service 




      or remove their child from the class.



4.  Prevention and resolution




We will work with the parents of the biting child in the following manner:



Discuss the problem with the Nursery Director or Sunday School Director and the Worker(s) involved to figure out why the child is biting and resolve the situation with a plan of action which will be discussed with all workers related to the child. 

DUPLAIN CHURCH OF CHRIST

ACCIDENT & INCIDENT REPORT

Date:_____________



Classroom:_____________________

Child:__________________________
Teacher:______________________

Witnesses:_______________________________________________________

Other children involved:_________________________________________________________

Describe the situation which occurred (for example, include the actions taken, your reactions, and the child’s reactions):

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

Your recommendation and any additional information which could be beneficial in correcting the situation, if applicable:

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

Please file within 24 hours. Copies go to: Office, Parent of child, Teacher filing, and Class supervisor.

 All information is confidential and is meant to aid in effectively communicating any situations in order that a resolution may be found which is beneficial to the spiritual training of the children.

HEALTH POLICY
Health requirements to be in class

   A.  Sick children will not be brought to classrooms

   B.  Guidelines for returning child to classroom after an illness


Condition




Return Date


1.  Febrile illness (undiagnosed


After free of fever for 24 hours


     fever greater that 101 rectally,


     100 orally)


2.  Gastroenteritis (diarrhea - 


When vomiting and fever resolves


     frequent watery stools, or an


and there is significant improvement


     increase in the number of


in the diarrhea


     stools; vomiting)


3.  Upper or lower respiratory


When symptoms resolve or


     infection on acute onset*


significant improvement occurs

  
     (described as a change in the

 
     child's normal respiratory


     condition; onset of cough, fever,


     nasal stuffiness, etc.)


*This is a change in the child's


NORMAL pattern, i.e., some 


children with allergies have chronic


rhinitis (runny nose) and chronic 


cough.


4.  Conjunctivitis (reddened, irritated

When symptoms resolve

    
     eye with or without discharge 

5.  Strep throat (diagnosed)


48 hours after onset of appropriate 








treatment and the child has 








recovered


6.  Varicella (chicken pox)


After lesions have crusted and 








dried, not before 6 days after








appearance of the first crop of








lesions


7.  Measles and Rubella



Not before four days after








appearance of rash


8.  Mumps




When swelling has completely








subsided


9.  Impetigo, Herpes, undiagnosed

When lesions are dried, no longer


     rash, and other skin lesions


draining, rash is resolving, and 








there is improvement of other








symptoms

           10.  Lice and Scabies



After appropriate treatment has 








been given

           11.  Hand, Foot & Mouth Disease

When blisters are gone


      (small blisters in mentioned


      areas; highly contagious)

   C.  Guidelines for sudden illness


1.  Babies and children sometimes become sick suddenly. Workers will:




a. isolate the child with an upset stomach or fever from other




   children.




b. page parents (through the parent paging system) to pick up

                                            the sick child.                                                                    


2.  We will take every precaution not to spread the illness to the other children.




a.  We will wash our hands carefully.




b.  Disinfect the objects (i.e., toys, crib, etc.) the child has used.

Workers will not dispense any medication (i.e., aspirin, Tylenol, teething medication, etc.) this is the parent's responsibility.

Workers are required to give special attention to allergies of their students.  Serious allergies should be posted as a clear reminder to the workers. Please assist us by informing us of your child’s allergies.


SANITARY POLICY
D.  Sanitary Policy

1.  Hand washing of children and workers (with anti-bacterial soap) will be done before

     eating and after toilet use.


2.  Toys

All toys in the classrooms will be age appropriate and washable in order to assure both the safety and health of the children. Toys (all toys in the nursery and commonly mouthed toys (dishes, etc.) in the 2-3's room) are to be washed in (soap) and bleach solution (1:10), thoroughly rinsed, and placed on a towel to air dry at the end of the 10:30 service and any mid-week or special activity 2-3’s room is utilized. The workers assigned to these rooms at the 10:30 service or any mid-week or special activity will be responsible for the cleaning of the toys.


4.  Bathroom policy





We will have an "Open Door" policy in the bathroom for all children who

potentially need assistance with toileting (for example, the 2-3's will need actual physical help only when necessary and with the handwashing).  The worker will respect the child's privacy. Children in 1st through 3rd Grade will use the buddy system when going to the bathroom.

5.  Diapering:

1.   In addition to the necessary diaper changes required during each service, 

      each child will be checked near the end of each service and changed if  

      necessary.

2.  The worker will wash their hands with antibacterial soap after each diaper change.

3.  In addition to the present cloth-covered change pad, we will use a receiving blanket to protect the diaper change area. The receiving blanket will be removed after each diaper change and placed in a laundry bin. This procedure will prevent the transmission of yeast infections and the spread of other germs which are highly contagious and troublesome to babies.


6.  Cleaning of Nursery:

The cloth-covered change pad, receiving blankets and any sheets, blankets, etc. used by children will be laundered on a weekly basis.  Mattress pads will also be sprayed with Lysol and dried after each use.

PERMISSION SLIP & TRANSPORTATION POLICY

Permission slips and medical releases are required for the child to participate in any church-sponsored program such as VBS, camp, Pioneer clubs, etc., which is not held on the church property. Each child must have a permission slip and medical release filled out by the parent or guardian in order to participate in the scheduled event. We will not be able to make any exceptions to this as these forms guarantee to the sponsors of the activity that the parents are aware of where their children are and gives important and necessary permission to treat medical needs that may arise. The medical release gives permission to handle problem and contact parents. It also allows for medicinal dispensing for outings only when parents are not available. An example of the Parental Consent & Medical Release Form is on the following page.

Transportation of children during church-sponsored activities will be strictly monitored by use of the following requirements and guidelines for drivers:

-must have permission slip filled out by parent or guardian as well as a medical release that is to 

be taken on the outing by the sponsor.

-person driving must have a valid driver’s license as well as a good driving record and will be 

over the age of 21 years.

-vehicles driven must have valid auto insurance and must be reliable.

-must have seatbelt for each individual in the vehicle.

-the church van may only be driven by approved drivers according to the Van Usage Policy.


Many times through the year DCC sends their youth to events sponsored and governed by other organizations. Although these organizations have specific rules and guidelines for behavior which will be followed, we expect the standards of DCC to be upheld by both the children and adult sponsors, especially when the outside organization’s standards are not in full agreement. 

FIRE AND TORNADO POLICY
The following procedure will be used in case of an emergency evacuation of the building.

1.  Parents will not come to the nursery or classrooms but will wait on the front lawn near the bell tower for the workers and children or for further instructions.

2.  An evacuation plan will be used in order to effectively and safely evacuate the children from the classrooms. This plan is posted in each classroom and is known by the workers in the classroom.

PREVENTION OF ABUSE WITHIN THE CHURCH


In an effort to create the safest possible environment within our church, several abuse prevention measures will be utilized.  These measures include screening of volunteer teachers for past child abuse convictions or expungements (removal of his/her record), provision of regular training on child abuse issues to volunteer staff members, use of team teaching and chaperoning, standards for appropriate classroom discipline, and open classrooms. For further information regarding this policy, please refer to The Child Safety Policy. 

Parental Consent & Medical Release Form

Duplain Church of Christ

5565 East Colony Road l St. Johns, Michigan l 48879

Phone: (989) 224-4878

 

To whom it may concern:


The undersigned does hereby give permission for our/my child(ren) listed below to attend and participate in the Sr. High Deeper Life Retreat on Feb. 27-29 which is a planned activity of the Duplain Church of Christ.


In case of an emergency, I hereby request and give my full consent for medical care, treatment and/or surgery, and authorize admission to an area hospital as the treating physician may deem medically necessary, for my child(ren) during the activity listed above.  The undersigned shall be liable and agrees to pay all costs and expenses incurred in connection with such medical services rendered to the child(ren) listed below pursuant to this authorization.  Should it be necessary for our child(ren) to return home due to medical reasons or otherwise, the undersigned shall assume all transportation costs.  The undersigned does also hereby give permission for our child(ren) to ride in any vehicle designated by the current youth sponsor(s) in whose care the minor has been entrusted while attending and participating in activities sponsored by the Duplain Church of Christ.

 

List the name(s) and medical information of child(ren) attending and participating in above listed event.  Be as complete as possible. (Use the back of this form if necessary).

 

 

 

 

 

 

 

 

List all adults living with child(ren) listed above and their relationship to him(her).

 

 

 

 

 

 

Other relatives or people to contact in an emergency if parent or guardian can’t be reached:

 

 

My child(ren) will
 

 

My child(ren) will be in the care of: Duplain Church of Christ (address & phone listed above).

Signature of parent or guardian: _________________________________________________Date: ____/____/____

Address/city/state/zip: ______________________________________________________________________________

Home phone: (_____) __________________    Work phone if at work during activity: 
(_____) _________________

Medical Insurance Company: ________________________________________ 
Policy #: _________________________

Doctor’s Name: ________________________________________ 
Office Phone #: _________________________
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