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WELCOME
I would like to thank you for making the commitment to teach our children this year.  Thank you for being a part of the team that can make an eternal difference.

The children, parents and staff of Trinity Baptist Church are depending upon you, and we are here to support you.  The resource room upstairs, next to the elevator, is yours to use.  The Children’s Ministry staff is here to answer questions and provide guidance.

I hope that this handbook answers many of your questions.  If you have any other questions or need any other information, please contact the Children’s Ministry Office at 337-480-1555 extension 231 or me, at edickson@tbclc.org. 

Thank you again.

In Christ,

Evan Dickson
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PURPOSE
■ Investing in Children’s Lives
The best part of this position is the fact that you have the opportunity to help God build a strong foundation in the lives of children.  Don’t let this opportunity pass you by.  Take the time to get to know your students.  This will go a long way on the lasting impact your teaching will have in the spiritual maturity process of their lives.
GENERAL TEACHER EXPECTATIONS
■ Spiritual Growth
You must be in growing relationship with God.  The best way to continue growing in a relationship with someone is to spend time with them.  Spend time reading God’s Word and committing it to memory.  Make sure you are communicating with Him through prayer also.  In your prayer time, be sure that you are not doing all the talking, but that you are also listening to Him.  It is also important that you spend time fellowshipping with other Christians and participating in corporate worship.  Sharing your faith with others is an area that many of us could do a better job.  I am simply asking that you make the most of all opportunities to be a witness to friends, family, your co-workers, and of course your students.
■ Promptness
If you teach during the 9:15 hour we ask that you are in your room at 9:00 and ready to go.  If you teach during the 10:45 hour please be in your room at 10:30.  Before heading to your classroom, remember to check yourself in the computer as an Attendant.
■ Finding a Substitute
We encourage you to think about someone who you would like to teach for you when you are absent.  We need to have a background check done on all of our teachers, including our substitutes.  If you know you are going to be absent please let us know as soon as possible by contacting the Children’s Ministry office at 480-1555 ext. 231, or you can call Bro. Evan at 540-4865.  In an emergency situation, such as you or your child is sick on Sunday morning and can’t make it, we do not expect you to locate a substitute.  Simply give us a call and let us know you will not be there.  However, if you realize you are going to be out, it is a tremendous help to us if you line up your own substitute teacher.

CLASSROOM MANAGEMENT & DISCIPLINE

Just wishing for good discipline will not work; you must teach it using positive techniques not negative.  If you implement the practices below, many problems will end.  Good discipline is helping a student adjust to the requirements of his/her environment rather than punishing them for not having adjusted.  Remember that you have access to the One who gives strength for all things, “Commit thy way unto the Lord; trust also in Him; and He shall bring it to pass,” Psalm 37:5

1. Be Orderly

The first requisite of discipline is order.  An organized, well-run classroom sets the stage for appropriate, responsible behavior.  We should be striving for an interesting, safe, fair, friendly and positive classroom environment. 

2. Set Behavior Standards

Lose no time in setting standards for your class.  Familiarize the students with classroom expectations and acceptable behavior.

3. Keep it Simple

Spell out a few simple rules for behavior (the Golden Rule is a good one).  Make sure the kids understand them.  Enforce rules uniformly, but kindly and positively with love.

4. Keep Students Involved and Motivated

Select activities that match the ages and interests of your particular class.  Vary the activities. Try to make sure that activities that are quiet are intermixed with those that are active.  Try to draw students who are distracted or disengaged into the activities.

5. “PPP” (Pre Planning Pays)

Planning is your best assurance of preventing         indecision and problem behavior.

· Be organized

· Have lesson fully prepared and enough activities for the whole hour

· Think through the sequence of your activities

· Have all your supplies ready and a sample project completed

· Have alternate plans and materials to fill unexpected gaps
6. If a student is acting inappropriately…

· WWJD– Stay calm and anger free, but be firm.
· Try to redirect them.
· If you cannot redirect or distract them and their behavior persists, you may separate them from the group for a few minutes.  

· Use  “3 Strikes and You’re Out”
1. First time explain what they did wrong and tell them not to do it again.

2. Second time calmly explain again what was wrong and possibly timeout in the room.  Also explain that if the behavior continues they will be sent to the front and Bro. Evan will talk to their parents.

3. Third time follow through and send the child to Bro. Evan.  He will take it from there and keep you posted.
LESSON PREPARATION
Each person is different, of course, but if you could spend at least an hour or two preparing your lessons they would surely be fantastic.  The further in advance you are studying the lesson the more time God has to reveal to you the most effective way to teach that lesson to your class.
CLASSROOM TIME MANAGEMENT

No matter what hour you teach Sunday Morning Bible Study, you should prepare your lesson to last 55 minutes.  If 10 minutes of this is simply “getting to know you time” that is fine, but be sure that you include this in your plan, that way you will not run out of time on an activity or the lesson.
CHECK IN, ATTENDANCE PROCEDURES,
& CHECK OUT
■ CHECK IN

Students will enter with a parent.  They must present a check-in slip with the parent’s photo and the child’s photo.  In addition, each child will be wearing a name tag.  Please check the “In” slip to see if the child is in the correct room and section.  Redirect them if they are not.  If the slip is wrong and they are supposed to be in your room and section, accept the child and allow the parent to leave.  Notify the attendants of the child’s wrong classroom assignment by writing in on the weekly attendance roster.  If any student comes to your class that does not have a check-in slip, please send them to the check-In desk so they will be included in attendance and the security system.

■ ATTENDANCE

A roster will be in your classroom each week to mark attendance.  Please mark each student who is present with a check (√).  A volunteer will come by and pick up your attendance roster.  To minimize classroom disturbance, you may place your clipboard outside your classroom door.  As part of our security system, our attendants verify who has checked into Parent Pager compared to the children in your classroom.  If there is a discrepancy and to ensure the safety of our children, an attendant may return to confirm the presence or absence of a child.

If you notice a student is absent, it is always a good idea to send a postcard to say they were missed. Postcards are available in the resource room or you may contact the ministry assistant.  A couple of absences in a row and a personal contact by phone or visit may be in order.

■ CHECK OUT

Children in your classroom are to be released to an authorized parent or guardian, 18 years or older, who is pictured on the child’s OUT slip.  It is imperative that you look at the OUT slip to verify the pictured adult matches the adult presenting the slip.  When a discrepancy arises or you are unsure of how to handle a particular extenuating circumstance, please accompany or redirect the parents to the Children’s Minister, SMBS Director, or computer attendant.  After the 10:45 am SMBS, any Check IN/OUT slips need to be delivered to the computer attendant to be shredded.
RESTROOM PROCEDURES
Please encourage students to use the restroom before coming into class.  If a student in grades K-2 needs the restroom, an adult (preferably of the same sex) should accompany them and stand outside the door and wait.
      NEVER refuse a child or DELAY bathroom 
      privileges.  
If you feel a child is using the restroom too often, speak to the parent who picks them up and find out if there is a problem.

FIRST AID
If a student is injured during Sunday Morning Bible Study, please let staff know and be sure to inform the parent at pick up time.  
There is a first aid kit in the resource room.

For more serious injuries, notify staff immediately; 911 will be called and the parents notified.  Have one adult stay with the injured child and another adult keep the children calm and out of the way.  If necessary remove the other children from the general area so they will not be upset by the emergency procedures and personnel.
CLASSROOM MAINTENANCE
The classrooms that we use are not exclusively for Sunday Morning Bible Study.  We share the space with any other activity that Trinity sees fit to allow to further the Kingdom.  As we use the space, we are responsible for taking care of it.  There are a few rules that our Building and Grounds department asks us to follow.  


● Use only approved adhesives to attach decorations or posters to the walls.  Right now we are only allowed to use a tacky, putty type adhesive and a tape that will not remove paint or damage walls, “Mavelous Tape”.  The tape is very expensive and is doled out by the Children’s Ministry staff.  Nails, tacks or pins are not allowed.

● Do not use masking tape on the floor.  Please be creative and use yarn or string for marking the floor.

● Items may only be hung from the ceiling with hooks that are supplied upon request.

If you notice something that needs attention please notify the staff.

CLASSROOM RESOURCES
The following supplies are in your classroom:

Scissors

CD Player


      Pencils
Tape



Construction Paper
      Markers
Stapler


Sharpies



Pens
Crayons

Colored Pencils
Many additional supplies that you may occasionally use can be found in the Resource Room located near the elevator.  Please take what you need & be sure to return the rest for others to use.  When you are running low on a supply or need to request a special supply, please use the Sunday Morning Supply Request Form (example at the back of this booklet).
Because your classroom is shared by other Trinity events and activities, please remember to throw away any leftover dated material before you leave your classroom.  Any supplies borrowed from the Resource Room need to be returned and anything unusable from a craft or activity needs to be thrown away.  However, if you are unsure of whether to keep or throw away part of your craft or activity, please put it in the “I’m not sure” bucket in the Resource Room.  If you bring personal supplies for your classroom, please label them as such.  We cannot guarantee that items will remain in your classroom and would recommend taking them home weekly.
MAP AND SCHEDULE
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