PARENT HANDBOOK
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WELCOME: MISSION AND VISION
At Oak City, we really love children—and God has blessed us with so many
of them! Our goal is to partner with parents to introduce our children to
Jesus and help them grow as learners, lovers, and givers who are sent on
mission to make more disciples.
We love our time with your kids on Sunday mornings. We make it a fun,
engaging experience to teach them about who Jesus is and what it means to
be a follower of Jesus. Because our time with your child is limited, we also
equip you to speak the Gospel into the lives of your children.
SUNDAY MORNINGS
Each Sunday, our Children’s Ministry team is ready and excited to love and
learn with your child. From check-in to pick-up, we are prepared to serve
families with children birth through fifth grade with fun, exciting, and engaging worship and teaching. We strive to create an environment for children where they are learning, experiencing, and participating in the gospel.
We believe growth as a disciple is best lived out in community, so our classrooms are divided into age-appropriate communities with consistent leaders. All of our leaders complete a background check and attend training to
equip them to create a safe, loving environment where we can effectively
teach kids about Jesus.
PARTNERING WITH PARENTS
Partnering with families in discipleship is important. We get an average of
40 hours per year with your child. You, as a parent, will spend more than
3,000 hours per year with them.
To help you disciple your kids, we include the weekly lesson in our weekly
email, and we update the website with Parent Cues, to give you a glimpse
into what your child learned that week as well as helpful suggestions for
engaging your child in discussion around that topic.
Our elementary families, in addition to the Parent Cue, receive a God Time
Card. These God Time Cards help direct our kids in engaging God’s word at
home in a way that reinforces that week’s lesson.
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REGISTRATION, CHECK-IN, AND CHECK-OUT
REGISTRATION
Every family whose child will attend a class at Oak City Church must register
at our Kid’s Check-In table. Registration provides us with vital information
such as names, birth dates, and allergy or medical concerns and gives you
someone to connect with. For first-time visitors, a member of our registration team will welcome and assist you in obtaining this information!
We have two check-in stations—one manned and one automated.
•

The manned check-in station is for first-time visitors and guests or anyone with questions or needing special assistance.

•

The automated check-in uses a barcode system where a parent can scan
and automatically check their family in. To get a barcode, ask someone
at the manned check-in station to create and send you one.

CHECK-IN
•

Registration stations will be open 15 minutes prior to service times (8:45
and 10:15) and remain open 15 minutes after services begin (9:15 and
10:45).

•

Let the registration attendant know if your child has any changes that
need to be made in regard to allergies or special medical concerns. We
need this information to be up-to-date so we can keep your child as safe
as possible!

•

Upon registering, each child and parent will receive a security sticker
that has the child’s name and any medical information that the teacher
needs to know. This sticker should be worn on the child’s back. They
must be wearing their sticker to enter the classroom.

•

When you receive your child’s registration sticker, you will also receive a
security sticker that you will need for pick up. We recommend wearing
it so that you can keep track of it.

CHECK-OUT
• You will use the security sticker to pick your child up each Sunday. There
are matching codes on your sticker and your child’s sticker. Each family

•

•

•

receives a unique code every Sunday.
When you pick up your child, your security sticker’s code much match
your child’s security sticker. The leader cannot release the child to you
without that sticker. If you lose your sticker or misplace it, please find
Samantha Edwards, the Family Ministry Director.
While we appreciate that some families want to pick their kids up early, during the music at the end of service, we ask that you refrain from
doing so. Especially in our younger classrooms, this causes other kids to
be upset because mommy and daddy are not immediately there to pick
them up as well. We ask that you wait until the conclusion of the service
to pick your children up.
We realize we are a small church and we value each child and parent
being known. Please do not be offended if a leader, who you have known
for years, asks to see your security sticker. We simply value keeping all
our children safe!
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GENERAL CLASSROOM INFORMATION
CLASSROOM STRUCTURE
Our classrooms are organized in the following way:
•

Infants: Birth - confident crawling
• We welcome infants as soon as the parents are comfortable leaving
them.
• We work with each parent to assess what their infant will need and
at what point they want to be notified about their baby’s needs.

•

Toddlers: Confident crawling - 23 months
• The transition to the toddler room is different for each child, so
we work with the parents to determine when to transition to the
toddler room. We want both the child and parent to be confident
and ready!

•

PreSchool
• 2 year olds room
• 3 year olds room

•

PreK
• 4 year old - pre-kindergarten 5 year olds

•

Elementary
• Kindergarten - 1st grade room
• 2nd - 5th grade room

ADULT TO CHILD RATIO AND SUPERVISION
We do our best to maintain ratios that optimize care, safety, fun, and learning. That being said, there are times when the ratios cannot be precise.
During those times, please know that we are working as quickly as possible
to rectify that situation. Thank you for your patience!
•
•
•
•
•
•

Infants - 1:2 (adult:child)
Toddlers - 1:4
Two’s class - 1:4
Three’s class - 1:4
PreK - 1:6
Elementary - 1:8

There should always be a minimum of two leaders per classroom. In the
event that this is not possible (ie - a leader is escorting children to the restroom or a leader is out sick unexpectedly), the door always remains open.
All leaders serving in our Family Ministry are background and reference
checked.
PROMOTION
Prior to joining our elementary ministry, children are promoted developmentally.
• Infants - A child will remain in the infant room until they become a
confident and capable crawler.
• Toddlers - A child will remain in the toddler room until their 2nd
birthday.
• 2’s and 3’s - A child moves between these rooms as they reach each
birthday.
• A child remains in the PreK room from 4 years old until they begin
kindergarten.
• Once in elementary school, we promote to the next grade level each
August.
CLASSROOM BEHAVIOR
We want to create an environment that is fun, interactive, and induces an
excitement for learning God’s truths and love for us! We don’t want the kids

to feel like they’re at school, but we can’t learn well if it’s like the Wild Wild
West in there. So, here are some helpful tips to prepare your child with in
coming into our environment.
•

•

•

•

Respect the leaders. The leaders are there to love and help you, so
please be respectful at all times.
• Do what is asked of you by a leader...the first time!
• Listen when a leader is talking, sharing, or giving instruction.
• Speak with kindness.
Respect your peers. Please be respectful of others who are sharing this
experience with you.
• If someone else is speaking--whether it’s another kid or a leader—
listen, and don’t speak. When it’s your turn to speak, you will get
the same respect.
• Help others engage by not being distracting.
• Always show love and kindness towards others.
Stay safe!
• Don’t leave the room after your parents drop you off.
• If you need to use the restroom, please ask your leader for permission.
Help keep others safe!
• No throwing things during play time!
• No rough housing!
• No running.
• No unkind words.

BEHAVIORAL CONSEQUENCES
If we have to call your child down twice, we will notify you during the service so that you can address the behavior right then.
If there are concerns that don’t warrant getting the parent from the service,
or concerns that parents have about the classroom and their child, these
should be addressed when picking up or dropping off a child.
Specific concerns can be addressed with the classroom leader or Samantha
Edwards, the Family Ministry Director.
PARENT NOTIFICATION
Each security sticker has a security code. If a parent is needed, that code is
flashed on the screens in the sanctuary.

Parents will be be notified if:
• A child becomes uncontrollably upset.
• A child becomes ill.
• A child sustains an injury needing the parent’s attention.
• A child’s behavior needs to be addressed.
RESTROOM PROCEDURES
Infants, toddlers, and 2 year olds - All children are changed as-needed
during their time in our infant, toddler, and 2-year-old rooms. All children
are changed in full view of other adult leaders.
3’s-PreK - Children are escorted to the restroom by a background-checked
leader and are never left alone.
Elementary - Background-checked leaders escort our elementary students
to the restroom. They enter the restroom to assure no one else is in the restroom and then let the child in. While the child is in the restroom, the
leader stands outside the restroom and assures that no one else enters while
the child is in the restroom.
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HEALTH INFORMATION
ALLERGIES AND SPECIAL MEDICAL NEEDS
We take all allergy and special medical needs very seriously. To keep your
child as safe as possible, we use two methods to alert leaders of any allergies
or special medical needs.
1. When you register your child, you’ll be asked about any allergies and
special medical needs. If your child has an allergy or medical need, it will
be printed on the child’s name sticker.
2. Every six months, the children’s director emails parents asking if there
are changes to the child’s allergy or medical need information. We post
these allergies in each room so that leaders are aware of any special needs.
In the event of any emergency, our church keeps an epi pen junior on hand
at all times.

NO FOOD IN CLASSROOMS
Due to allergy concerns, we ask that children not bring any outside snack
(even from the coffee/baked good counter) into the classroom.
Children in our toddler room are offered Cheerios. If your child should not
have Cheerios, please let the registration attendant know (for tag purposes)
as well as the classroom leader. No other snacks will be given.
Children in our 2’s, 3’s and PreK rooms are given Pepperidge Farm Goldfish.
If your child should not have Goldfish, please let the registration attendant
know (for tag purposes) as well as the classroom leader. You may provide an
alternate (peanut free) snack.
Our elementary children are not served a snack.
If we serve any other food besides Cheerios or Goldfish, for instance to illustrate a story or to aid in an activity, we will post an allergy alert sign outside
the classroom to notify parents. Please let the leader know if your child may
not have this snack.
SICK CHILD POLICY
A healthy child is a happy child! We value your child’s health and safety, as
well as that of all children. While our leaders reserve the right to say your
child is too sick to attend class that day, we ask that you observe some simple
guidelines.
Please keep your child home if:
• They have had a fever in the past 24 hours.
• They have thrown up in the past 24 hours.
• Are obviously at risk of spreading some sort of contagion.
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•
•
•

FIRE AND EMERGENCY EVACUATION PLAN
In the case of an emergency or fire, children’s ministry leaders will escort
children out of the closest accessible exit.
Parents should meet their children in the lower parking lot behind the
building that is directly in front of ours.
Evacuation plans are posted and marked throughout our children’s
ministry.
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•
•
•

CHILD ABUSE POLICY
Should our leaders suspect any form of child abuse, we are required by
law to report this suspicion to Wake County Child Protective Services.
Leaders are trained annually on what to look for and asked to be alert for
possible signs of abuse.
All of our leaders are background checked and reference checked for
your child’s safety and your ease of mind.
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