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I
History of Trinity’s Early Childhood Ministries

Just as Trinity has grown since its humble beginnings in the late 1800’s, Trinity’s ministry to families with young children has grown, too.  Today Trinity’s Early Childhood Ministries budget accounts for one third of the total church budget.  This Operations Manual takes a look at the history, what it encompasses today, the costs of ministry and a glimpse into the future.

Preschool
In 1974 Trinity Lutheran Preschool opened with Linda Baarck and Sandy Brown working to serve the educational and spiritual needs of three and four-year-old children in our congregation and community 

Prior to 1997 and the opening of the Early Childhood Center, preschool classes were held in the Church Nursery.  This space allowed two four-year-old classes and two three-year-old classes.  Karen Alwardt served as director/teacher and Karen Birkholz, teacher. 
During the years 1997 – 2012, the traditional preschool experienced growth and decline along with the economy; but has a maintained a stellar reputation in the congregation and community for Christ-centered excellence and giving students a foundation to do well in school. At the end of 2002, Karen Alwardt retired after serving as director/teacher for 20 years. Karen Birkholz was asked to serve as the director/teacher.

During the years Mrs. Birkholz served as director, a young fives class was added in 2010. Mrs. Birkholz retired at the end of the 2011-12 school year after serving a total of 30 years in the preschool. Her responsibilities were delegated to the Childcare Director, now the Early Childhood Center Director and the Minister to Families with Young Children.

Classes for children who are two years old are offered during the school year two days a week for 1 ½ hours. Preschool theme based summer camps are scheduled for children 3 – 5 years of age.

School Age Childcare and childcare

In the 1986-87 school year, a latchkey program was opened for children from kindergarten through 8th grade from 2:30 – 6:00 pm.  Working parents now had the option of having their children cared for after school until they were able to pick them up after work.  
In 1994 the “latchkey” program was expanded to full-time childcare under the leadership of Karen Pitters.  Besides before and after school care for school age students, care is also available on school vacation and snow days. The School Age Ministry now includes summer camp for children who have finished kindergarten through 14 year of age.
Early Childhood Center

Trinity’s Early Childhood Center is a tribute to the vision of Trinity that Pastor Harry Henneman had to serve the needs, not only of families in the congregation; but also the community. It is also a testimony to the ministry of Karen Pitters. She was part of the vision planning and continues to serve as director.

As increased interest in Trinity’s preschool and enrollments for the school age childcare and childcare grew during the early 1990’s, Trinity appointed an Early Childhood Committee to examine the needs for quality, Christ-centered care and education. The Committee presented the congregation with a vision for an Early Childhood Center that could meet the needs of upwards of 300 families, providing quality Christ-centered care and education and presenting the opportunity to invite, integrate, and assimilate families into the Christian community at Trinity.  
The Voter’s Assembly caught this vision and through an aggressive building program guided by a Building Committee in which John Schwark, Karen Pitters, Dave Weber, Jerry Conti, Pastor Henneman, Dave Tirsell, Bruce Rosso, and Jim Wank were actively involved, February 1997 saw the ground breaking for the Early Childhood Center. Plans for the ECC included office space for the CC and PS Directors and a Minister to Families with Young Children, classroom space for both the traditional preschool program and expanded childcare, as well as the school age childcare.  The Center was officially dedicated to God and His glory on October 19, 1997. 
During the first five years of operation Trinity’s ECC gained a wonderful reputation in the community and was honored to receive the 2001 Governor’s Quality Care Award for excellence in childcare.  
Currently, Trinity’s Early Childhood Center is home to Trinity’s Childcare (full day preschool); Preschool (traditional preschool for 3’s & 4’s, offered during the school year), Terrific Twos & Young Fives (offered during the school year), SAC (School-Age Childcare) – open before and after school, vacation and snow days;. School-age summer and Preschool summer camps. Trinity’s ECC currently serves over 350 families in all it’s ministries with as many as 40-45 staff depending on the time of year. Each has its own distinct history and purpose; but all have the same mission—to make fully devoted followers of Jesus through Christ-centered care and education.  
Trinity ECC has been accredited by NLSA (National Lutheran School Accreditation) twice. After the second accreditation in 2012 Trinity ECC was nominated for and received an Exemplary Award for the 2013-14 school year. Trinity will be the first early childhood center in Michigan to receive this award. God has richly blessed our TLC.

Minister to Families with Young Children
In 1991, Trinity congregation adopted God’s Family in Action as its mission and ministry statement. It included a goal of developing a staff prepared to serve the unique life stage needs of the family.  In August 1991, David Brown accepted the call as Minister for Adult Education and Family Life. That same year an Early Childhood Ministry Task Force was developed with Nancy Burgeson, Karen Alwardt, David Brown and others to review and evaluate the needs of young children and families.  A number of priorities were considered.  One was to add a Minister to Families With Young Children to the Ministry Team. After several years of prayerful planning and actions by the Voter’s Assembly, Judy E. Williams became part of the family ministry team in summer of 1997.

During the fifteen years Mrs. Williams served in this position, the ministry has expanded to: partner with the Early Childhood Center Director and staff to assure the total curriculum is Christ-centered and that faith concepts are permeated in all the activities; provide weekly chapel experiences for all preschool children in the ECC and facilitating weekly Jesus’ times in the infant, toddler, transition rooms and terrific twos class; include ways to make the worship services more child and family friendly, e.g. church bags, worship hints for families, children’s messages, children’s church; to sponsor and promote vibrant, active, Christ centered support groups for mothers, e.g MOPS, Moms Next, and Moms in Prayer; expand the baptismal ministry, e.g. baptism classes, annual Baptismal Remembrance Service; provide hands-on tools for parents to use as they serve as the primary spiritual nurturers for their children.

Mrs. Williams retired at the end of 2012 and the congregation is in the process of calling a new person to fill the position
Baptismal Ministry
In its early years, Trinity demonstrated the value of children to the Christian community as they baptized infants and young children and provided Sunday school education.  In 1953 Trinity expanded the baptism ministry with the initiation of the Cradle Roll Program (now called, Strong Roots for Tender Shoots) under the leadership of Ellen Schwan.  She faithfully sent mailings (for 40 years) that included helpful tips on Christian parenting and child development along with birthday and baptismal anniversary greetings to hundreds of children following their baptism until they were three years old, at which time she invited them to register for Sunday school.   This ministry continues under the leadership of Jinny Mascali as she enrolls newly baptized children and sends mailings to over one hundred families.  

The Minister to Families with Young Children offers bi-monthly classes to families who are planning to have a child baptized.  The baptism class is three sessions long and uses Scripture, dvd, discussion and a “walk through” of the baptism celebration to discover more about the blessings of baptism and practical ways to nurture that newborn faith in the coming years.
In the past few years Trinity has recognized all the children and adults who were baptized the previous year. This Baptismal Remembrance celebration is scheduled in January, the Sunday after Epiphany when the church celebrates the Baptism of our Lord. 

Church Nursery – Sunday/Mid-Week

Care for infants and young children on Sunday morning has been available for many years.  In 1992 the Board of elders authorized additional paid caregivers for midweek and evening meetings, classes and support groups.  

Marion Klockow and the Minister to Families with Young Children coordinate numerous requests for childcare from ministry staff, committees, educational groups and community sponsored events or classes.  Current policy provides free childcare for any church sponsored event.  Others pay a nominal amount for each child.
This important ministry is funded through the Early Childhood Ministry budget..  
Ministry to provide Family Friendly Worship Services
After Pastor Ken Wise came in 2003, he initiated several changes to make Trinity’s worship services more family and child friendly. In addition to the church nursery with closed circuit television that provided the opportunity for children and caregivers to view the worship and children’s messages, he added the Worship Hint for Families to the worship folder, started the use of church bags for young worshippers and began children’s church during the 11:00 am service. Children’s church is an age appropriate sermon for children 3 – 8. Children leave the worship prior to the sermon and return to the sanctuary during the offeratory. He also added a special interactive Christmas service for families with young children at 4:00 pm on Christmas Eve. 


Ministry to support Parents in their Role as primary spiritual nurturer

Since Pastor Ken Wise began serving as senior pastor, there has been an emphasis to provide resources for parents to use as they help their children grow as a fully devoted follower of Jesus. 

The weekly announcer has an Early Childhood Ministries corner that not only announces upcoming events; but also includes suggestions for family activities that build upon the sermon theme. Season devotional materials, especially Advent and Lent are produced and distributed not only for children in the church, but also for families in Trinity’s Early Childhood Center. 

The Minister to Families with Young Children partners with the Minister for Adult Ed and Family life, and the Trinity’s School Principal to offer faith based parenting classes. Together With Jesus (especially for two year olds and their parents) and Toddlin’ to Jesus (for parents with infants) are offered periodically.

Research indicates there are key times in life, when families are more open to reconnecting to the church, e.g. baptism, confirmation, marriage. But there are additional times when the church can encourage families. Trinity has a First Communion classes for sixth graders and their parents. And, Trinity has had a First Bible Class for children going into second grade and their parents since 2005. In this three session class the children and parents explore some basics about the Bible and how to use it for family devotions. On the fourth Sunday, parents present their children with their first study Bible. The class was developed by Kristin Hardy and Judy Williams using ideas from Faith Inkubators (www.faithink.com) and Vibrant Faith Ministries (wwwvibrantfaith.org).

PARENT SUPPORT GROUPS

A history of Trinity’s ministry to families with young children wouldn’t be complete without including the MOPS group (Mothers of Preschoolers); Moms Next, Moms in Prayer and Baby on the Way.

Trinity sponsors the MOPS chapter and its ministry is included in the budget. The Minister to Families with Young Children, Senior Pastor, and Minister to Adult Education and Family Life take time to mentor the group, affirming the leadership in their focus to help mothers grow in their walk with Jesus and nurture their children in the Christian faith. MOPS began several years ago when Stacy Knorp, a young mom,  had a sister who was part of a MOPS group and saw a need for a chapter at Trinity. Under her leadership, Trinity’s MOPS chapter quickly grew and maxed because of space. 

Moms Next is an opportunity for mothers of school age children to meet, grow and support one another as they help their children grow in the love and knowledge of God. It began when MOPS graduates saw a need for moms to continue meeting and supporting one another when their children went on to school. 

Two or our newer support groups are Mom in Prayer and Baby on the Way. Moms in Prayer is part of an international initiative encouraging moms whose children attend public schools to meet once a month to pray for their children, their children’s teachers, praying that God will help them to remain faithful in a unchristian environment. New Baby on the Way is a support group for women who are expecting, especially for those whose pregnancy is high risk.  A number of Trinity members who are nurses and work in neonatal units of nearby hospitals felt God wanted them to begin this ministry and use their God given abilities to serve others. 


CONCLUSION

It’s obvious that God has been mightily at work in this over-all ministry. Trinity thanks God and looks forward to see how these ministries will grow and what new ministries will begin and flourish. 
II 
MINISTER TO FAMILIES WITH YOUNG CHILDREN AND TRINITY


LUTHERAN CHURCH
A. Mission Statement

The mission of Trinity’s Early Childhood Ministries is to make fully devoted followers of Jesus Christ. Through ministries designed especially for families with young children, eight and younger, we endeavor to:

· Provide resources through which the Holy Spirit can work to increase faith 

· Plan family and child friendly opportunities for worship

· Encourage families and their children to live out their faith as they care for one another and others in the Trinity family and community

· Inspire children and their parents to reach out to others with the Good News of our loving God and the work of Jesus Christ our Savior

· “Train a child in the way he should go and when he is old he will not turn from it.” Proverbs 22:6 NIV
B.  Living Out The Mission
 Early Childhood Center is the primary ministry for living out the

mission and this will be looked at more in depth in III Minister to Families with Young children and Trinity Lutheran Early Childhood Center. And that is the reason the Minister to Families and Trinity’s Early Childhood Center Director work in partnership. The position descriptions for the Minister to Families, the Early Childhood Center and the Early Childhood Center Receptionist are evidence of this intentionality.

Since this total ministry began in 1997, several vibrant ministries have been either expanded or initiated. These are: family friendly worship services; church nursery; Baptism ministries, intentional resources for parents as they nurture their children spiritually; and, intentional support for parents as they raise their children in the Christian faith.  

C.  Shared Job Descriptions

MINISTER TO FAMILIES WITH YOUNG CHILDREN

RESPONSIBLE TO:  Pastor of Next Generation Ministry

Self-management and Professional Conduct

1. Cultivation of families through personal contact; programs, educational activities, fellowship events, seminars, outreach and publicity.

2. Outreach and assimilation of unchurched children and families served by our early childhood ministries.

3. Be open to sharing Trinity’s model of ministry to families with others.

4. Offer an open witness and welcome to congregational life at Trinity.

Administrative Responsibilities

1. Overall direction/coordination of program/ministries for families with children birth to age five.

2. In partnership with the Early Childhood Director (ECD) train, supervise, and evaluate lead teachers

3. Develop opportunities for parental spiritual growth through baptismal ministries.

4. Develop, unify, coordinate and integrate our congregation’s programs/ministries for families with young children. plan intentional strategies for relationship building with and among parents of young children.

5. Develop awareness of and care for the social, emotional and spiritual needs of parents through support, encouragement, education, information, and guidance.

6. Commit to strengthening families by assisting the Minister for Adult Education and Family Life in developing education ministries in family living for parents with young children.

7. In partnership with the Minister of Adult Ed. and Family Life develop educational ministries in family living for parents with young children.

8. Work with the Minister for Outreach and Assimilation towards better outreach, public relations in development and follow-up of new family contacts.

9. Work with the Minister for Music and Worship and the to make worship services family and child-friendly, e.g. church bags, worship hints, children’s messages, children’s church.

Fiscal Responsibilities

1. Financial oversight and management of church related programs and ministries that are specifically directed to families with young children.

2. In partnership with the ECD monitor income/expenditures of all early childhood departments and coordinate accounting and ordering with the Business Manager.

Staff and Child Management

1. Support and supervision of the Early Childhood Director

2. Provide professional, educational, and spiritual support for all staff in the Early Childhood Center

3. Work with the ECD and staff of the Early Childhood Center to develop and implement Christ-centered curriculum for use by both preschool and childcare classes.

4. Work with the ECD and lead teachers in providing age appropriate worship activities for all children in the Early Childhood Center.
5. In partnership with the ECD plan staff meetings and arrange for on-going staff training and development.

6. In partnership with the ECD familiarize parents with the center and its’ policies.
7. Work with the Church Nursery Coordinator to provide quality, Christ-centered care during worship services and meetings.

8. Supervise the Strong Roots for Tender Shoots program and follow-up with Sunday school enrollments.

9. Plan for parent education programs.

10. Work with the MOPS (Mothers of Preschoolers) and Moms Next coordinators to help facilitate the program and use it as a missional outreach.
11. Work with and support the facilitator of the Moms in Prayer group.

12. Partner with the Parish Nurse and leaders of the New Baby on the Way Support Group.

13. Work with the VBS Director to prepare age and child appropriate supplemental resources for early childhood teachers and children.
Personal Characteristics

1. A Lutheran Christian of mature and vibrant faith, committed to parish ministry

2. A high degree of personal motivation

3. Excellent organizational skills

4. Desire and ability to work as a member of an interdependent professional team

5. Secure and open personality with good written and oral communication skills

6. Caring and loving attitude toward young children

7. Ability to communicate warmth and empathy while providing leadership to parents

8. Brings a desire for and sense of vision for family ministry

9. Commits  to strengthening and encouraging parents’ desire that their children, strong in Christian faith and God’s love, will have a secure future in today’s world.

Qualifications

1. Skills

· Relational Skills (group and individual)

· Communication Skills

· Organizational Skills

· Team Ministry Skills

· Teaching Skills

· Business Skills

2. Spiritual Gifts:

· Leadership

· Administration

· Helps/Serving

· Hospitality

· Mercy

3. Education and Experience

· Prefer a commissioned minister or be willing to complete colloquy and have college training and/or a masters in Early Childhood Education with an administrative emphasis

· experience in a combination of the following:  

Early Childhood Development (physical, emotional, spiritual, social, and academic)

Family Ministry

Outreach/assimilation

Business/financial accounting and management

Annual Evaluation:
This is the responsibility of the Pastor of Next Generation Ministry.
EARLY CHLDHOOD CENTER DIRECTOR

RESPONSIBLE TO: MINISTER TO FAMILIES WITH YOUNG CHILDREN

Self-management and professional conduct

1.  Director will be a committed Christian and member of Trinity Lutheran Church.

2.  See their role as a calling for ministry, understanding the mission of Trinity Church, School and TLC Child Care Ministries.

3.  Be ready and able to share the Gospel and personal faith with children, parents, and staff, through words, action and attitude.

4.  Be a positive, caring person, liking and valuing children of all ages.

5.  Maintain Red Cross infant CPR , Child and Adult CPR with AED Certifications, and First Aid

6.  Have physical and TB test on file at date of hire

7.  Be on sight a minimum of 6 hours per day.

8.  Attain a minimum of 12 clock hours of additional training in the Early Childhood field each year.

Administrative Responsibilities

1. Work with the Minister to Families with Young Children to create a yearly theme-based  

      curriculum plan that plans for Christ to be the center and core of all activities.

2.  Complete all state required forms and documents and meet with state licensing 

     consultants upon request.  Communicate with consultant as well as Health Department   

     about all aspects of the program.

3.  Prepare, update, and distribute parent handbooks that include policies on 

     attendance, fees, admission, discipline, program schedule, general philosophy and goals.

4.  Plan and schedule administrative responsibilities.

5.  Schedule the use of shared classroom space, gym and equipment.

6.  Plan the yearly calendar to include days and times the childcare center will be open.

7.  Report to the Minister to Preschool Families regularly on the progress of the program, 

     concerns, needs, budget, and staff evaluations.

8.  Follow and implement the “Personnel Policies and Procedures” handbook of Trinity 

     Lutheran Church.

9.  Work with the Director of Operations (DO) to ensure that all state requirements for 

     physical plant are met or exceeded.

10. Maintain advertising and public relations program to promote enrollment.

11. Partner with lead teachers to communicate to parents through newsletter or other form of 

     communication about program or their child’s progress within the program.  Be ready to 

     share personal faith when appropriate.

12. Partner with lead teaches to communicate with families about exceptional behavior of 

     children, in order to work together for the best of the child.  Make decisions about 

     exclusions and inform parents.

13. Maintain a waiting list.

14. Maintain a lunch and snack menu.

Fiscal Responsibilities

1. Work with the DO to establish and operate within a budget.

2. Purchase equipment and supplies, keeping all receipts and accounting for all moneys spent or received, turning in records to the DO.

3. Keep inventories of supplies and equipment.

4. Work with the DO and Facilities Manager to arrange for custodial care of the center.

5. Manage supplies, replacing equipment and stocking supplies as needed.  Ask for donations when appropriate.

6. Maintain accurate accounting of lunches, comparing records with school cook for billing to State Dept. of Education.

7. Maintain records of children’s attendance and bill accordingly.  Keep records of payments and work with delinquent families. 

8. Provide financial reports to Minister to Preschool Families and DO.

9. Provide year-end tax information.

Staff Management

1. Supervise the planning and implementing of the daily program in each classroom, which includes Bible based as well as other age appropriate activities.

2. In partnership with the Minister for Families With Young children, supervise and evaluate lead teachers. train, schedule, supervise and evaluate lead teachers, caregivers, aids, receptionist, and custodian.

3. Plan staff meetings and participate in staff development. Be open and honest with staff, praising and encouraging as well as confronting problems in love.

4. Meet with lead teachers at least monthly for planning and problem solving.

5. Arrange for substitutes when needed.

6. Keep employee files current, including confidential forms, criminal records check, DHS clearance, TB tests, physicals and Red Cross Certifications.

7. Maintain proper adult/child ratios and enrollment for space provided at all times.

8. Maintain proper fire, tornado, and lockdown drills, ensuring proper recording.

Child Management

1. Encourage registration and enroll children, keeping health and registration forms updated.

2. In partnership with the Minister for Families with Young Children, familiarize parents with the center and its’ policies.

3. Speak to children about exceptional behavior.

4. Familiarize oneself with all children in the program and their families to better serve the needs of each individual family.

5. Communicate with staff about the growth and development of each child in the program.

Personal Characteristics

1. Have experience in working with children of all ages.

2. Be flexible and emotionally stable.

3. Attend church and Bible classes regularly.

4. Display abilities in planning, and coordinating programs.

5. Display abilities in supervision.

6. Demonstrate initiative and competence in working effectively without close supervision.

7. Have genuine love for families and concern for their spiritual lives.

Qualifications:  

Meet or exceed qualifications as defined in the Licensing Manual for the State of Michigan.
Annual Contract

See Appendix A for a contract for the Early Childhood Center Director
Annual Evaluation:  

See Appendix B for Evaluation Form for the Early Childhood Center Director
RECEPTIONIST

Responsible to: Early Childhood Center Director and Minister to Families With Young Children

Self-management and professional conduct

1.  Receptionist will be a committed Christian

2.  Receptionist should understand the mission of TLC Early Childhood Center
  

3.  Demonstrate positive role modeling of the love of Jesus
         

4.  Demonstrate a gentle and consistent temperament


5.  Demonstrate caring relationships with children/families
         

6.  Demonstrate positive, enthusiastic attitude for their work        

7.  Attend staff meetings





         

8. Hold CPR, First Aid and CPR Certifications


9. Call director in timely manner if ill or tardy

10. Arrive to work on time





         

11. Become familiar with policies in Caregiver’s manual

         

12. Comply with policies in Caregiver’s manual


         

Staff Management

1. Maintain computer and written schedule of employees


         

2. Maintain computer and written inventories of equipment and supplies
         

3. Support other staff by treating others with respect and care  

4. Call and/or arrange for substitutes for staff who are ill
         

5. Maintain pleasant and efficient phone management

         

6. Communicate concerns with director



         

Child Management

1. Maintain accurate enrollment & health records

         

2. Communicate with parents concerning health records
        

3. Maintain accurate lunch and snack accounting 



         

4. Administer appropriate first aid when necessary

         

5. Report incidents and accidents appropriately


         

6. Demonstrate open and honest communication with parents         

7. Report any past due accounts to Director



           

8. Keep office area neat and orderly



         

9. Keep other areas of center neat and orderly


         

     (hallway, restrooms, mini-gym, storerooms)

10. Cheerfully serve as substitute when necessary

         

Office Management

1. Accurately bills clients for services using childcare management software

2. Accurately posts payments to individual accounts using childcare management software

3. Accurately files information as needed


         

4. Maintains current and attractive bulletin board

        

5. Maintains office equipment




         

6. Greets visitors, clients and staff warmly


        

7. Maintains current and accurate rosters & birthday Lists
         

8. Able to share knowledge of Church, School and ECC
        

9. Serve as secretarial support for Minister and Director
         

10. Shows proficiency with computer and software

         

Personal Characteristics

1. Demonstrate physical stamina to work with children
    

2. Display ability to assist in implementing program

         

3. Exhibit genuine care and concern for children and families        

4. Demonstrate interest in extending professional development     
Annual Evaluation:

This is the responsibility of the Early Childhood Center Director
D.  Trinity Lutheran church Personnel Manual


This is available on the “I” Drive of the server.
E.  Salary Schedule:  Trinity Lutheran Early Childhood Ministries

A current salary is available on both the “N” (Early Childhood Center) and “I” (Church) Drives of the computer server.
F.  Early Childhood Ministries Budget
A copy of the 2012-13 budget is available on the “I” (Church) Drive. Monthly reports, including expenses and monies left in the yearly budget are available from Ricky Wyatt, Director of Operations.

G.  Vision: For better planning and accuracy, it would be good to have the budget done with an excel program. This could be a future joint project of the Minister to Families with Young Children and the Director of Operations.
III 
MINISTER TO FAMILIES WITH YOUNG CHILDREN AND TRINITY

LUTHERAN EARLY CHIDHOOD CENTER
A.  Mission; Purpose and Philosophy

The mission of Trinity Lutheran Early Childhood Center is to make fully devoted followers of Jesus Christ through Christ-centered care and education. “But, as for you, continue in what you have learned and have become convinced of, because you know those from whom you have learned it, and how from infancy you have known the Holy Scriptures, which are able to make you wise for salvation through faith in Christ Jesus. All Scripture is God-breathed and is useful for teaching, rebuking, correcting and training in righteousness, so that the man of God may be thoroughly equipped for every good work.” 2 Timothy 3:14-16 NIV.

As a part of the total ministry of Trinity Lutheran Church TLC will serve families of the church, school, and community who desire Christ-centered care for their children.  It is our intent to work in partnership with parents who have the primary and most critical role in the nurturing of their children.  Our goal is to provide a safe, caring, educational and uniquely Christian environment for children in which they can grow and experience the love of Jesus.  It is also TLC’s intent to work together with parents to strengthen the family according to God’s plan and purpose.

We are dedicated to a high standard of excellence in providing opportunities for the spiritual, physical, mental, social and emotional growth of each child.  The environment and programs are carefully planned to provide challenging and interesting activities.  Plenty of time is allowed for meaningful play, an extremely important format for learning.  Outdoor play, music, literature, art, large and small motor, science and math activities, are some experiences children enjoy daily.  Through teacher interaction and Biblical instruction, children learn the love of God through Jesus, and the wonders of the world around them.  Our staff are mature, committed Christians with a vision for ministry and a genuine love for children.  The Minister to Families with Young Children further assists families in childcare, preschool, congregation and community in their parenting roles.

B.  Licensed and Accredited:  Trinity Lutheran Early Childhood Center is licensed 

by the State of Michigan to provide care and education to children from six 
weeks of age through fourteen.  
       

Trinity Lutheran Early Childhood Center is accredited by NLSA 
(National Lutheran School Accreditation) and MANS (Michigan Association 
of Non-Public Schools).
Trinity Lutheran Early Childhood Center is home to several ministries to help meet the needs of parents who are looking for faith-based care and education of their children: full day childcare; full day preschool; traditional preschool during the school year for 2’s, 3’s, 4’s and a young fives class; before and after care for school age children; school age care for school vacations and snow days; school age care during the summer; and theme based summer camps for preschool age children.
C. Curriculum Planning:  The Minister to Families with Young Children partners 

with the Early Childhood Center Director and staff for curriculum planning to 

assure its Christ centered and the Gospel message permeates throughout the day and all activities.




1.  Staff Retreat:  The Minister to Families with Young children, the 

ECC Director and ECC Staff meet once a year (usually in March or April) to plan the framework for the coming school year. They pick a curriculum theme and a Bible narrative for each week. They also set dates for monthly staff meetings, set dates for parent teacher conferences, vacation days, special events, e.g. Grandparents Night, Dad’s Nights, Christmas Concert, etc. See Sample Retreat guide on the I Drive.

2.  The information from the planning retreat is used to prepare a calendar that 



becomes the curriculum framework for the teachers to use as they plan their 



lessons.  See samples of the Calendar on the I Drive.


D. Chapels and Jesus’ times:  The Minister to Families with Young Children 

schedules chapels so all preschool children plans to ensure all preschool have 

the opportunity to attend chapel each week.

1.The Minister to Families with Young children provides leaders for a once 

a week Jesus’ time in the Infant, Toddler and Transition classrooms.

2.  Weekly chapels are planed for the summer programs for school-age and preschool children.

E.  Staff Training:  The Early Childhood Center Director and Minister to Families 

with Young  Children work together to plan and lead training for staff.


1.  Monthly Staff Meetings

       
2.  The ECC Director publicizes training for staff available through CARE 

(Community Assessment Referral and Education) www.careofsem.com
3. The Minister to Families with Young Children and the ECC Director 

encourage lead teachers to attend the yearly conference sponsored by the MI 

District, LCMS.

F.  Evangelism Plan:  There is a plan in place for the Minister to Families with Young 

Children to build relationships with parents and staff so they will see the Gospel in 

action and learn what Trinity has to offer them as a faith community. (See Appendix 

C).  Among others the plan includes:

1. An initial letter is sent home in September welcoming families to Trinity 

and introducing them to the Trinity family of faith.

2. There is relationship building time at drop-off and pick-up, when staff begin shifts, break time and clocking out.

3. There is relationship building time scheduled for special events, e.g. Grandparents Night, Open Houses, Dad’s Night, Christmas Concert, Spring Concert, Kite Day, etc.

G.  Evaluation of Teachers:  With the division of responsibilities following the preschool 

director’s retirement  the Ministry to Families with Young Children shall assist with 

supervising the traditional preschool lead teachers.



1.  Plan to work with the teachers as they plan their lessons and spend time in 

                             the classroom. See Appendix D for Position Description.

2.  Plan evaluations along with the ECC director.  See Appendix E.


H.  Administrative Duties:  The Minister to Families with Young Children has a 

number of administrative duties in the Early Childhood Center.

1. In June with the DO to prepare an annual contract for the Early Childhood Center Director for the fiscal year September 1 through August 31. This contract is signed by the Minister to Families with Young Children and the Minister for the Next Generation. A sample contract is in the Appendix B.
2. Prepare the annual report for National Lutheran School Accreditation and 

send it, along with the annual accreditation fee to the District and Synod. Now that Trinity has been accredited the second these forms will change. These are due May 15th of each year. Two copies of the report is sent to Mary Wagoner at the MI District office along with $75 annual accreditation fee for the District and $350 to the National Lutheran School Accreditation office at the International Center in St. Louis. (mary.wagoner@michigandistrict.org)

3. Prepare the annual statistical reports for both the Lutheran Annual and 

Synod. These will be done electronically; but hard copies need to be made 

and kept on file. These usually arrive in Sept. and are due in Oct.


I.  Vision:

1.  We do a good job of connecting with families but I think we could do 

better, e.g. using opportunities, (births, deaths, illness, birthdays, home visits). 

2.  Each year we have our parents and staff complete a program evaluation. In 

the past we’ve printed them out. But when we did the evaluations for the 

NLSA Exemplary award we used online surveys. I think this would be good 

to do in the future. It can be done free through www.surveymonkey.com.

K.  Please refer to the Operations Manual for TLC Early Childhood Center for 
the following: 

1.  Mission and Philosophy


2.  TLC’s Ministries


3.  Job Descriptions


4.  Staff Evaluations


5.  Room Descriptions


6.  Personnel Manual


7.  Staff Training Plan/Handbook


8.  CACFP (Child and Adult Care Food Program)


9.  Parent Handbook


10.  Tuition Rates
IV
FAMILY FRIENDLY WORSHIP SERVICES

A. Mission: The Minister to Families with Young Children works with the pastors and the minister for music and worship to provide family friendly worship services. “From the lips of children and infants You have ordained praise…” Psalm 8:2 NIV
B. Worship Hint For Families with Young Children:  Each worship folder contains a short paragraph with a suggestion parents can use to talk with their children in preparation for the worship experience. 



On Monday, check with the pastors, church secretary and minister for music 

      and worship for the readings for the following Sunday and theme. Using 

      resources, e.g. Bible commentaries, www.childrensermons.com 

      and www.sermons4kids.com look for ideas that can be used to formulate a 

                  worship hint. The worship hint needs to be sent to the church office by noon on 

                  Tuesday.  Please note that there is an archive of previous worship hints that can be 

                  accessed as a resource. Check with the church office.
C. Church Bags: When young worshipers enter the church they see coat trees filled 

     with bags each containing items they can use during the worship service. As they 

     leave worship, they can place them in plastic hampers. Volunteers make sure the

     bags are restocked and ready for the following Sunday.


The Minister to Families with Young Children makes sure the bags are clean   

     and in good repair. Replacement bags are ordered from Oriental Trading   

     (www.orientaltradingcom) 


1.  Job Description – See Appendix F.


2.  Procedure for preparing the bags for worship– See Appendix G.

D.  Children’s Messages: the Minister to Families with Young Children, along with 

      the pastors, and others they may choose, are responsible for children’s messages 

      at non-communion 8:00 am services. 


1. Meet with the pastors and set up a rotation schedule and/or schedule others, 

                 e.g. principal and teachers from the school to plan and serve as leader.


2. Meet with pastors and minister for worship and music to plan and 

                implement a theme for children’s messages 

E.  Children’s Church: it’s the responsibility of the Minister to Families with Young 

      Children to either lead or schedule leaders for the weekly children’s church at the 

      11:00 am service. Trinity’s kindergarten teacher and principal have served as 

      leaders in the past. In the past puppets have been used to enhance the ministry.


1.  Job Description for Children’s Church leaders – See Appendix H.


2.  Children’s Church is a growing vibrant ministry at Trinity. It’s good to 

                 have volunteers attend and assist with this ministry. See a job description 

                  – See Appendix I. 


3.  It’s not required, but it’s encouraged that the message the children hear 

                 compliments what the adults are hearing. This encourages discussion in the 

                 home.


4. The children’s church leader prepares the message; www.sermons4kidscom 

                 and www.childrensermons.com and good resources. See Appendix J on 

     how to write a children’s message for additional ideas. 


5. The children’s church leader also prepares a take home piece to encourage

                 discussion at home.


6. The Minister to Families may provide training on how to plan for and write 

     a children’s message – see Appendix J.

E.  Christmas for Kids: Christmas for Kids is an annual interactive Christmas 

      church experience for children 3 – 8 and their families, scheduled for 4:00 pm on 

      Christmas Eve.  The Minister to Families with Young Children, along with the 

      pastors, early childhood center director, minister of music and worship and others 

      they may choose are in charge of planning, writing, and preparing for this service.

      Samples of previous services are available on the N and I Drives of the Server.

F.  Vision: Currently the inserts in the church bag are ordered from a publisher of 

     children’s bulletins and do not build upon the worship theme or use the same Bible 

     readings. These have been saved and put in Biblical order. Hopefully, bulletins 

     with the same Scripture readings for the day will be duplicated and put in the 

     church bags.

V
SUNDAY NURSERY AND EVENING CARE
A. Mission: to provide children three and under loving care in a Christ-centered environment while their parents are in worship and/or attend a Bible class or church sponsored event. “He tends his flock like a shepherd: He gathers the lambs in his arms and carries them close to his heart; he gently leads those that have young.” Isaiah 40:11 NIV
B. Church Nursery Coordinator: The operation of the Church Nursery is under the direction of a coordinator, who schedules workers, keeps records of the hours they work and gives this information to the church bookkeeper for payment. Note: Workers are paid on the 15th of the month for the previous month. The coordinator makes sure the Nursery is clean and in order and read . The coordinator makes sure that there are supplies, e.g. snacks, gloves, extra diapers, etc. The coordinator makes sure the parent pagers are in good working order.  Note: Parent pages are primarily used on Sundays during the later service. See Appendix K and L for position descriptions for the Coordinator and workers.

The current coordinator is Marion Klockow (Phone: 586.994.0996).

C. Procedures and Guidelines: There is a procedures guideline posted in the Nursery. See Appendix M.

D. Job Application: Most of the workers have been with us for many years; but from time to time we may need additional help. Employees of the Early Childhood Center are often eager to pick up extra hours. The coordinator will take care of this. If the need arises to hire new workers, an application form needs to be completed. (see Appendix N) The minister to families with young children and the coordinator will work together through this process. If there is a new hire, a background check needs to be done, as well as additional paper work. Check with the church’s bookkeeper for the necessary paperwork. 

E. Monthly Report Form: At the end of each month the Church Nursery Coordinator use time sheets to fill out check requests for workers and submits them to the Minister of Families with Young Children, who cosigns them. They are submitted to the Church’s bookkeeper for payment. See Appendix O. This is used to track the use of the Nursery, future scheduling, and future budget requests.

F. Shared Use: The Church Nursery is also used by others groups, e.g. Trinity’s MOPS group and a MOPS group sponsored by Compassion Pregnancy. They’ve been good about leaving things in order. The coordinator will monitor this; but might need the minister to families with young children to intervene.

G. Vision: The Church Nursery is equipped with a closed circuit television so workers and children can see and hear the service on Sunday. It would be good to have an age and child appropriate faith based activity for other events when the Church Nursery is open.

VI
BAPTISMAL MINISTRIES

A. Mission: that all baptized will celebrate the blessings received in baptism and 

rejoice when God adds the newly baptized to His family and commit themselves to supporting the newly baptized and their families as they grow as a fully devoted follower of Jesus. “Therefore go and make disciples of all nations, baptizing them in the name of the Father and of the Son and of the Holy Spirit and teaching them to obey everything I have commanded you.” Matthew 28:19-20 NIV
B.  Baptism Classes: Trinity asks that a family wanting to have a child baptized at 

     Trinity be attending church services, attend a three session class and make a   

     commitment to become a member of Trinity. 


1.  Informational Letter: All families who inquire about having a child 

      baptized at Trinity receive an information letter that has the outline of the 

      class and includes dates for the next class. See Appendix P for a sample of 

      the letter.


2.  The class has three, one hour segments. During the first class, basic 

                 information about baptism is reviewed. Participants then go through the 

                 baptism information form and receive a list of dates for upcoming 

                 baptisms. The second class is devoted to ways parents can nurture their 

                 child’s faith. The third class goes through the baptism celebration used at 

                 Trinity and includes a walk-through of the baptism in the church sanctuary. 

                 The class outline is available on the I Drive.


3.  The Baptism Information Form asks for basic information that is used for 

                 church records and for completing the baptism certificate. See Appendix Q

                 for a copy of the Baptism Information form.

4. Participants in the baptism class also are asked to fill out a Commitment 

Form in which they promise to fulfill their role as primary spiritual nurturer and also to take the Life with Jesus class.  See Appendix R for a sample Commitment Form.


C.  Scheduling a Baptism
1.  Setting dates for baptisms:  the minister to families with children meets 

with the senior pastor and minister for music and worship and sets up dates 

for baptisms. This is usually done two or three times a year.



2.  Scheduling a baptism: most families who attend the class schedule the 

 
baptism during one of the class sessions. Families who have a second or 

                      
third child do not attend the class again; but can call, find out upcoming 

            dates and schedule a baptism. A baptism information form is sent to them 

            for completion. Two copies of the form are made. One goes to the church 

                        office and one goes to the person who takes care of the Strong Roots for 

                        Tender Shoots (see D below). The minister to families keeps a master file 

                        of the baptisms. Not only is the church office notified when someone 

                        schedules a baptism; but also the minister for music and worship so it can 

                        be included in the worship folder.



3.   When a family has a second or third child, they do not take the class again. 

After the family has filled out the Baptism Information Form, a copy is given 

to the pastors. They may make an appointment to visit with them. This is 

included in the upper right hand part of the Baptism Information Form 

underneath the heading. 



4.  Checklist for an upcoming baptism: the Monday before the baptism, the 

                             minister to families with young children calls the church office to find out 

                             which pastor will be officiating at the baptism. The baptismal family is 

                             contacted with that information. It’s also necessary to verify how many 

                             pews they want reserved (8 adults to a pew). The family is reminded come 

                             15 minutes early so they can talk with the pastor officiating. If the baptism 

                             is scheduled on a Sunday, the family has the option of getting a dvd of the 

                             service. If so, check how many they want. Let the minister for music and 

                             worship know so he can have the technology crew make a copy of the 

                             service. Print out slips of paper with the family’s name on them so they can 

                             be taped to the reserved signs. 



5.  Day of Baptism: The minister to families with young children makes sure 

                             the reserved signs are on the pews; double checks to make sure the baptism 

                             certificate is signed; the candle is out of the box and on the altar, the 

                             baptismal napkin and stole are at the font. The head usher will make sure 

                             the Christ candle is in place and that there is water in the font. Be there to 

                             greet the baptismal party and make sure they talk with the pastor.  Give 

                             them the certificate, folder for the godparents/sponsors, box for the candle 

                             and copies of the order of service. Remind the family flash photography 

                             during the baptism is not permitted; they can take pictures following the 

                             service. The pastor may ask the minister to families with young children to 

                             assist at the baptism (give the stole to the godparent to place on the child) 

                             and read the meaning from the order of baptism and give the lighted candle 

                             to the mother and read the meaning from the order of baptism. Following 

                             the church service, stay and give the finalized baptism dvd to the family. 

                             They usually give you the $5 and this is put in the safe with the account 

                             number (ask Valada Cobb for the account number) on it. It is not necessary 

     for the Minister to Families With Young Children to attend all baptisms, 

     especially on Saturdays.


D.  Strong Roots for Tender Shoots 



1.  Purpose:  This ministry provides suggestions and resources parent can use 

      as the help their little ne grow in the love and knowledge of our loving 

      God and Savior who made them His own in their baptism. An infant is 

                              enrolled prior to the birth and continues through the child’s fourth. 

      It is a first impression that makes a lasting influence on each family’s 

      involvement in our Sunday School and Bible studies. See Appendix S for 

      a position description.

         2.   The Strong Roots for Tender Shoots coordinator comes in once a month, 

enrolls any new children, and sends out any scheduled mailings. Any needs, e.g. new packets, envelopes, postage are given to the Minister to Families with Young Children, along with a report of new enrollments, number of mailings, and children turning four. See Appendix T for guidelines for procedures. The current coordinator is Jinny Mascali; her phone number is 586.226.2375.

3.  The Minister to Families with Young Children takes care of ordering any 

      materials, including the packets (Northwestern Publishing) and purchasing 

      postage stamps. A monthly report is printed and given to both pastors, the      

      minister for outreach and assimilation, the minister for adult education 

      and family life, the Sunday school coordinator and the volunteer who 

      handles the mailings. The report includes any changes of address. See 

     Appendix U for a sample form.

E.  Baptismal Remembrance Service: This is the first Sunday following Epiphany 

      in January; this is also the Sunday the church remembers our Lord’s baptism). On 

      this day Trinity celebrates all who have been baptized the previous year.


1.  The minister to families with young children sends out an informational 

                  letter to all families who’ve celebrated a baptism the previous calendar 

                  year about the middle of December. It includes an invitation to attend the 

                  service and, if possible, to bring along the baptismal candle.  See 

                 Appendix V for a sample letter.


2.  A reminder post card is sent out to everyone the week before. 


3.  The minister to families with young children sends a list of all who were 

                 baptized to the church office so it can be included in the worship folder. A 

                 contact is made with the altar guild asking to borrow a few of candles used 

                 for candlelight services to have on hand for those who forget or can’t find 

                 their candles. Note: Adults who are baptized do not receive a candle, so 

                 automatically receive one of the small ones. The minister to families with 

                 young children also makes sure there are enough baptismal medallions to 

                 give following the service. Contact David Collins from Thrivent for 

 
                 information on ordering additional medallions.


4.  During the Baptismal Remembrance service, all who were baptized 

                 (including parents and sponsors) are invited to come and stand around the 

                 communion rail. The minister to families with young children assists the 

                 pastors in lighting all of the candles. Optional: taking a picture following.

F.   Vision: Celebrating baptismal birthdays is another way to remember the blessings      

                   God gives in the Sacrament of baptism. Prayerfully, this can happen in the future. 

       Sets of baptismal birthday cards are available through Creative Communications 

                   (www.creativecommunictions.com) . 

VII
MINSTRIES TO SUPPORT PARENTS AS THEY NURTURE THEIR CHILDREN SPIRITUALLY
A. Devotional Tools

1. Mission: Too often the church tells parents that it is their duty to teach the faith to their children; but doesn’t provide resources. Trinity ministry staff feels a responsibility to assist them. “Fathers…bring them [children] up in the training and instruction of the Lord.” Ephesians 6:4 NIV
2. Announcer Articles: The weekly Announcer is a wonderful venue for sharing upcoming events in the center and church; but it is also a good place to share a few ideas for families on how to take the theme and content of the Sunday sermon into the home for the week, e.g. reread the Scripture, prayers, service or outreach projects, a food that could be prepared, a children’s book to read, a finger play or action poem, etc.

3. Devotional Resources: There are a variety of resources available from various publishers (www.creativecommunications.com; www.ctainc.org; www.orientaltrading.com; www.cph.org.) that can be used or adapted to better fit the needs of Trinity families. In the past we’ve used Thanksgiving Prayer turkeys, Bedtime Prayer Cubes, Valentine prayer plants, recipes for Resurrection rolls, as well as preparing do-votional resources developed that use a sermon theme developed by the pastors and minister for Music and Worship. Samples of previous ones are available on the I Drive.  And, see a ministry description for a volunteer who can help assemble the resources, e.g. Appendix W. When help is needed, put a request in the Announcer.

When completed the devotions for the church are placed on the table behind the Jesus’ statue in the foyer. Those for the Early Childhood Center are placed on the reception counter and on the shelves outside the traditional preschool rooms.

B.  Parenting Classes

1. Mission: to provide tools for Christian parents to use as they raise their 

children as fully devoted followers of Jesus.

2. Parenting Classes:  David Brown, Minister of Adult Education and Family 

Life has a library with a wide variety of faith-based parenting resources. 

The Minister to Families with Young Children has used them from time to 

time and, on occasion both ministers have team taught the classes. 



From time to time, Trinity partners with CARE (Community

Assessment Referral & Education) www.careofsem.com to sponsor STEP 

(Systematic Training for Effective Parenting) Classes. The Minister to Families with Young Children, schedules the meeting room and arranges for child care with the Church Nursery Coordinator and publicizes the class in the Announcer, Trinity Tweet and posters in the Early Childhood Center.

3.  Together with Jesus is a curriculum for Parents and two-year olds 

from Concordia Publishing House (www.cph.org). The lesson plan 

includes time for parents and kids to experience the Bible story using      centers followed by a worship time. During the snack, parents and teachers 

have an opportunity to share ideas on parenting topics and ways to share 


faith with the children. The session ends with closing that includes a 

prayer, song and Bible verses. The materials are stored in plastic tubs on 

top of the storage units in the hallway behind the church sanctuary. See 

Appendix X for a Ministry Description for a Together With Jesus teacher.


4.  Toddlin’ to Jesus is designed for infants and their parents. It was developed

from a book by the same name written by Kathy Schamber and published 

by Children’s Ministry of the LCMS. We used the idea and added a Jesus’ 

time for the children and a Bible study for parents using Right From the   

Start written by Shirley Morganthaler and published by Concordia 

Publishing House (www.cph.org). There are samples of the book and two, 

three-ring binders containing the lesson material in the storage units in the 

hallway behind the church sanctuary. 

C.  First Bible Stepping Stone


1.  Mission: provide parents with resources to use as they help their children 

      become familiar with the Bible and how to use it in the home.

2.   Funding comes from the Early Childhood Ministries Budget

      The budget includes monies to purchase the Bibles, Bible tabs, mailings to

                  families. The budget includes monies to purchase the Bibles, Bible tabs,       

                  mailings to families informing them of the class, post card reminders, 

                  brunch items for the class, gifts to give students upon completion of 

                  assignments, etc. Ask Trinity’s school secretary to order the Bibles for the 

      class when placing orders for school Bibles during the summer. Tabs are 

      ordered from CBD (Christian Book Distributors), www.Christianbook.org
      when there an indication of enrollment for the class.

3.   Timeline

a.  Schedule the class for the second, third and fourth Sundays in 

     September, 9:30 and 10:30 am at the summer ministry staff retreat.

b.  Reserve a room with the church secretary; the school cafeteria has

     worked well in the past. Do this following the summer ministry 

     staff retreat.

c.  Secure a team to teach the class (in the past this has school principal 

     and the minister to families with young children.

d.  Plan a training session, if necessary

      
e.  Publicize the class.  

· Prepare a mailing list of potential students. Do a Logos sort to obtain list of children in the congregation going into second grade. Secure additional names from Trinity’s School secretary, i.e. children in second grade who would not be in Logos. Note: look at the previous year’s list to check for students who may not have taken it because they waited an extra year before starting kindergarten. 

· Send out a letter inviting second graders and parents to attend. See Appendix Y for a sample.

· Include an announcement of the class in the Announcer and on Trinity’s Website.

· Place posters on bulletin boards in the foyer, school, and ECC.

                   
4.   Order materials for the class



a.  Bibles, e.g. NIV study Bible for children from Concordia

     Publishing House (www.cph.org)

 

b.  Bible tabs; order from Christian Book Distributors 

    (www.christianbook.com)



c.  Prizes; in the past we’ve purchased prizes, e.g. Bible book marks, 

 pencil sharpeners, Bible verse highlighters, etc. to give the kids 

 when they’ve recited the first five books of the OT and NT.    

Possible sources are: www.ctainc.org;  www.orientaltrading.com.




d.  Order copies of My Devotions from Concordia Publishing House 

      for the 3rd session. 



5.  The class outline is accessible on the I Drive.

       
6.  Plan for a continental breakfast for the three Sundays:  Gordon’s Food 

     Service is a good place to go. Pay for it with your charge card to get the 

     discount and then submit a check request for reimbursement.

· food:  coffee, juice, milk, bagels, cream cheese, muffins 

· someone to purchase, set up, serve and clean-up

                   
7.  Evaluate following the class

· what went well, what needs to be improved; you might want to use an online inventory. There is a sample in the Class Materials that is available on the I Drive. 

· do an inventory of left over materials for next year

C. Vision: 

1.  Research shows us that there are critical times when the church can reach 

out to families and encourage them to reconnect, e.g. marriage, birth and baptism of a baby, when a child begins school, etc. Trinity has gradually incorporated these into our ministry plan. We offer premarital classes, baptism classes, First Bible, First Communion. Pastor Ken has suggested we might offer a mine-course on God’s Family in Prayer perhaps for fourth graders and their parents.

2. In the future it would be good for the Minister of Adult Education and family life and the Minister to Families with Young Children could put together a long range plan of using the parenting materials and involve others in the leadership, e.g. school principal, parents who demonstrate good Christian parenting skills.

3. At the last MI District, one of the administrators shared that they give their preschoolers a children’s Bible to take home. When sending home weekly letters, teachers mention which Bible story the children heard and parents are encouraged to read it to their children from the children’s Bible. This would be a big expense (at least 150 Bibles the first year; but then the count would go down some); but maybe the women’s league or MOPS group might like to take this on as a project and along with monies designated in the Children’s Ministry budget, it could be possible. Wouldn’t it neat to have a presentation of the Bible during a worship service. 
VIII 
PARENT SUPPORT GROUPS

A.  Mission: In addition to providing devotional resources and faith based parenting 

      classes, there are other venues to help support parents. Trinity wants to encourage 

      these; but also wants to ensure they fit the mission of Trinity – to make fully 

      devoted followers of Jesus.  “But, as for you continue in what you have learned 

      and have become convinced of because you know those from whom you have 

      learned it and how from infancy you have known the Holy Scriptures…” 2 

     Timothy 3:14-15 NIV
B.  MOPS:  MOPS (Mothers of Preschoolers) is a national organization whose sole 

      purpose is to help moms support one another so they can be the best moms ever.

      Trinity’s MOPS groups goes beyond this. They are committed to helping moms 

      grow in their relationship with Jesus and to support them as they commit to 

      sharing their faith with their children and helping their children grow in 

      relationship to Jesus, our Savior. Rachel Nyboer (rachelnyboer@hotmail.com) is 

      the current MOPS leader. She and a spirit-filled talent group of women serve on 

      the Steering Committee. They are truly a blessing to Trinity and to many families, 

      both Trinity and the community. See Appendix Z for a Ministry Description for 

      the MOPS leader; Appendix AA for the Moppets leader; and, Appendix AB for a 

      Mops caregiver Ministry Description.  

1. MOPS meets the 1st and 3rd Wednesdays of each month (September 

                 through May). They share a brunch together, have a devotion, a topic and 

                 leave time for sharing and prayer.  MOPS is led by a steering committee 

                 that meets once a month. It is heartwarming to see the way they are there 

                 for each other in illness, a death in the family, a pregnancy, etc. 


2.  You can find most of the moms here on the 2nd and 4th Wednesday for 

                 Bible study. David Brown works with the group to find Bible studies that 

                 meet their needs. 


3.  Since Trinity’s MOPS group has around 50 members, there are a lot of 

                 infants and children who are in the nursery and in Moppets. A member of 

                 the steering committee is in charge of securing caregivers—some are 

                 volunteers and some are paid. All volunteer caregivers compete a 

                 secondary screening form testifying they have never been guilty or accused 

                 of child abuse. See Appendix AC for a copy of the form. All paid workers 

     have been checked through the state.


4.  The minister to families with young children takes time to lead both the 

                 children in the Nursery and the Moppets in a Jesus’ time on the MOPS 

                 meeting dates. This has been a very valuable tool for building relationships 

                 with Trinity. The Moppets leader prepares an outline of the Bible 

                 narratives that will be used, which is used to prepare the Jesus’ time.


5.  MOPS has a line item in the budget. Moms do pay an annual amount; but 

                Trinity feels this is an important ministry and made the decision to support 

                it financially.

C.   Moms Next: MOPS Int’l realized that as MOPS moms’ kids grew up, the 

      moms still needed to be there to support one another. Thus Moms Next became a 

      reality. Moms Next meets the fourth Tuesday of each month. It, too, has a small 

      steering committee that plans speakers for the meeting and opportunities for 

      moms to share, care and pray together.  See Appendix AD for a Ministry 

      Description. The current leader is Kelly Tapp (katapp41@hotmail.com).


1.  When the Moms Next group started they requested financial assistance 

                  from Trinity. Trinity has provided minimal support. If they need childcare, 

                  the leader contacts the Church Nursery coordinator.


2.  The Minister for Families with Young Children might want to have a 

                  closer working relationship with this new ministry.

D.  Moms in Prayer: Moms in Prayer is part of an international initiative that 

encourages moms to pray for their children, schools and teachers. See www.momsintouch.org. They provide suggestions for getting started, outlines for the prayer time and samples of prayer. See Appendix AE for Ministry Description. The current leader is Onalee Kliebert (dnkliebert@yahoo.com)



1.  Trinity encourages members to begin new ministries. Onalee Kliebert 

                  talked with Pastor Ken about this and she shared it with me. Several moms    

                  have been part of the group and meet on a regular basis.



2. Trinity provides minimal financial support, mainly childcare for the 

                             meetings. Since this group meets during the day, a caregiver from the ECC 

                             is willing to provide childcare; they appreciate the extra money. Childcare 

     is arranged through the Church Nursery coordinator.

E. Baby on the Way: This ministry began when Robbi Goltz, a Trinity member who is also a neonatal nurse felt that she could use her expertise to minister to Trinity members who are expecting. She and others put together a basket containing faith-based resources for families (based upon the windows ministry that was developed by Judy Christian, former director of Children’s Ministry LCMS), gifts for the baby and a note expressing willingness to walk with the family through the pregnancy. Robbi can be contacted at markandrobbi@msn.com.

1. This ministry originally began when Robbie Goltz talked with the Parish Nurse. The Minister to Families with Young Children became involved when they were looking for names of Trinity families who were expecting. Since that time families in the ECC who are expecting are part of this ministry.

2. It will be interesting to see what happens with this new ministry.

F. Vision:  I’ve often thought that since the MOPS group has done so well that we might try an evening POPS group (Pops of preschoolers). 

IX
ADDITIONAL RESPONSIBILITIES

A. Sunday school and VBS: The minister to families with young children does not have any specific responsibility for either Sunday school or vacation Bible school; but on occasion there will be an opportunity to help with a summer SS lesson. In the past early childhood expertise is used for the VBS; quite often the materials are geared for older children and there is a need to do some rewriting or simplifying.

B. Parish Pizza Pumpkin Picnic: The PPPP is usually scheduled the second Sunday afternoon in October. This is the largest Trinity-sponsored community event. In the past there has bee an opportunity to do storytelling. It depends on gifts and talents.

C. In September of 2012 at an 11:00 am service, Trinity had a Blessing of the Backpacks, inviting all students in the congregation, school and early childhood center to bring their backpacks to church. They were invited to come and stand around the altar, receive a zipper pull with a Bible verse on it and join the congregation in prayer asking God to bless them, their teachers and the coming year of school. Students received a copy of the prayer to put in their backpacks. The pastors, principal, early childhood center director and minister to families with young children were involved in planning and make this happen. I’m not sure if this will be an annual event or not.

D. Relationship Building:  Although it’s not in the job description, relationship building is one of the keys for this position. If possible, be there before and after Sunday services, especially the 11:00 am service. “Therefore encourage one another and build each other up, just as in fact you are doing.” 1 Thessalonians 5:11 NIV
E. Sharing Trinity’s Model of Ministry: Throughout the years we’ve been very open to sharing our center with others in the area and also sharing our model of team leadership. In fact this will be part of a webinar we will do after receiving the Exemplary NLSA Award.

F. Vision: I’ve often thought it would be neat to have a family event during Lent where the families would walk through rooms set up showing some of the events of Holy Week. Both Group and Concordia Publishing House have kits that detail how to do it. Samples of both are stored in the office of the Minister to Families with Young Children.
X
Revision of the Operations Manual:

It is recommended that the Operations’ Manual be revised and updated at the 

beginning of September, e.g. September 1, 2013. “But, everything should be done in 

a fitting and orderly way.” 1 Corinthians 14:40 NIV
APPENDIX A

EARLY CHILDHOOD MINISTRIES CONTRACT

Between Trinity Lutheran Church of Mount Clemens, Michigan, and Karen Pitters for September 2, 2012 – August 31, 2013.

WE AUTHORIZE AND OBLIGATE THE DIRECTOR:

1. To administer Trinity’s Early Childhood Center through providing Christ-centered care, support and education as per position description and its partnership with the Minister to Families with Young Children.

2. To supervise the necessary childcare staff.

3. To provide support to the traditional preschool staff.

4. To provide oversight in curriculum and financial matters.

5. To serve the congregation as an example of Christian conduct.

6. To endeavor to live and work in peace with her pastors, ministry staff, teachers and caregivers.

7. To perform such offices as are in the interest of Christian care for children and the welfare of the Church as have been mutually agreed upon, as the circumstances of the congregation may require and as time and ability may permit.

ON THE OTHER HAND, WE OBLIGATE OURSELVES:

1. To receive our director as a servant of the Word.

2. To help her maintain effective Christian administration.

3. To support her work with our diligent, faithful assistance and prayer.

4. To pay her a salary of $ 45,407.07. *

SIGNED THIS 26TH DAY OF AUGUST, A.D. 2012

BY THE FOLOWING OFFICERS OF TRINITY LUTHERAN CHURCH:


________________________________________, SENIOR PASTOR


________________________________________, MINISTER TO






FAMILIES WITH YOUNG CHILDREN

TO THE DIRECTOR:  After careful and prayerful consideration, please sign one copy and give it to one of the above officers if you are convinced the Lord wants you to serve Him at Trinity Lutheran Church.

Signature of Director _______________________________________ Date ____________
* Salary will be adjusted to reflect any increases for the 2012-13 fiscal year passed by the Congregational Assembly.  Please return by August 31, 2012.
APPENDIX B
TLC EARLY CHILDHOOD CENTER

STAFF EVALUATION
EARLY CHILDHOOD CENTER DIRECTOR - ANNUAL
Name: ____________________________________________ Date: ___________________

Evaluator: _________________________________________

Please rate on a scale of 1 – 5. 5 is my strongest area; 4 – a strong area; 3 – acceptable, 2 – could receive greater attention, 1 – omitted altogether, why?

Self-management and Professional Conduct

Seen as a committed Christian and member of Trinity Lutheran Church

    1 2 3 4 5

Understand and support the mission of Trinity Lutheran Church and Trinity 


Lutheran Early Childhood Center





    1 2 3 4 5

Ready to share the Gospel and personal faith with children, parents, staff


Through words, actions and attitude





    1 2 3 4 5

Maintain a professional appearance





 
    1 2 3 4 5

Demonstrate caring relationships with staff, children and their families

    1 2 3 4 5

Maintain First Aid, Adult CPH and Child & Infant CPR Certifications

    1 2 3 4 5

Maintain current TB test and Physical records as required by the State

    1 2 3 4 5

Be on site a minimum of six hours a day





    1 2 3 4 5

Administrative Responsibilities

Complete all State required forms/documents and meet with State licensing


consultants upon request






    1 2 3 4 5

Ensure that all State requirements for the physical plant are met or exceeded
    1 2 3 4 5

Follow and implement the “Personnel Policies and Procedures” handbook of


Trinity Lutheran Church and Trinity Lutheran Early Childhood Center           1 2 3 4 5

Plan and schedule administrative responsibilities




    1 2 3 4 5

Report to the Minister to Families with Young Children regularly


    1 2 3 4 5

Work with the Minister to Families with Young Children to plan staff meetings


and participate in staff development





    1 2 3 4 5

Schedule the use of shared classroom space, gym and equipment


    1 2 3 4 5

Keep inventories of supplies and equipment





    1 2 3 4 5

Arrange for custodial care of the center





    1 2 3 4 5

Maintain advertising and public relations program to promote enrollment

    1 2 3 4 5

Plan the yearly calendar to include days and times the center is open

    1 2 3 4 5

Prepare, update and distribute parent handbook




    1 2 3 4 5

Communicate to parents in a wide variety of ways to promote their understanding


the growth and development of their children



    1 2 3 4 5

Communicate with families about exceptional behavior and work together


for the best of the child






    1 2 3 4 5

Maintain a waiting list







    1 2 3 4 5

Maintain a lunch and snack menu






    1 2 3 4 5

Fiscal Responsibilities

Establish and operate within a budget




  
    1 2 3 4 5

Purchase equipment and supplies, keeping receipts and records, and turning


in records to the Director of Operations




    1 2 3 4 5

Manage supplies, replacing equipment and supplies as needed


    1 2 3 4 5

Maintain accurate records for CACFP program




    1 2 3 4 5

Maintain records of children’s attendance and bill accordingly


    1 2 3 4 5

Provide financial reports to the Minister to Families with Young Children

    1 2 3 4 5

Provide year end tax information to clients





    1 2 3 4 5

Staff Management

Supervise the planning and implementing of the daily program in each 


classroom that has a Biblical basis with age appropriate activities

    1 2 3 4 5

Train, schedule, supervise and evaluate lead teachers, caregivers, aids,


receptionist and custodian






    1 2 3 4 5

Meet with lead teachers at least once a month for planning and problem


solving









    1 2 3 4 5

Arrange for substitutes when needed






    1 2 3 4 5

Keep employee files current (confidential forms, criminal record checks,


TB test, physical, CPR and First Aid certification



    1 2 3 4 5

Maintain proper adult/child ratios and enrollment




    1 2 3 4 5

Maintain proper fire, tornado and lockdown drills and proper recording

    1 2 3 4 5

Child Management

Keep health and registration forms updated





    1 2 3 4 5

Familiarize parents with the center and its policies




    1 2 3 4 5

Speak to children about exceptional behavior




    1 2 3 4 5

Be familiar with all the children in the program and their families to better


serve the needs of each family





    1 2 3 4 5

Manage assessment records of growth and development for each child

    1 2 3 4 5

Personal Characteristics

Have experience in working with children of all ages



    1 2 3 4 5

Be flexible and emotionally stable






    1 2 3 4 5

Committed to personal growth in Word and Sacrament



    1 2 3 4 5

Display abilities in planning and coordinating programs



    1 2 3 4 5

Display abilities in supervision






    1 2 3 4 5

Demonstrate initiative and competence in working effectively without close


supervision 








    1 2 3 4 5

Have a genuine love for families





  
    1 2 3 4 5
APPENDIX C
TRINITY LUTHERAN EARLY CHILDHOOD MINISTIRES

PLAN FOR EVANGELISM

Trinity’s Mission Statement:  to make fully devoted followers of Jesus Christ.

TLC’s Mission Statement:  to make fully devoted followers of Jesus Christ through Christ-center care and education


Trinity’s plan for evangelism encompasses two areas:  first, proclaiming the Gospel message (“He said to them, ‘Go into all the world and preach the good news to all creation.  Whoever believes and is baptized will be saved, but whoever does not believe will be condemned.’”  Mark 16:15-16 NIV) As Lutheran Christians we believe what when we speak the Good News of Jesus’ birth, life, suffering, death and resurrection for all, the Holy Spirit can create a saving faith in the hearer.  


Second, Trinity makes every effort not only to proclaim the Gospel message; but to make families aware of what Trinity has to offer them as a faith family—a place where they and their children can grow spiritually.  The importance of this is brought out in 2 Timothy 3:14-17.  “But as for you continue in what you have learned and have become convinced of, because you know those from whom you have heard it, and how from infancy you have known the Holy Scriptures, which are able to make you wise for salvation through faith in Christ Jesus.  All Scripture is God-breathed and is profitable for teaching, rebuking, correcting and training in righteousness, so that the man of God may be thoroughly equipped for every good work.”  (NIV)

1. Prayer is an important component in the evangelism process.  Worship Services include prayers encouraging all members to join the apostles in speaking the Good News.  “For we cannot help speaking about what we have seen and heard.”  (Acts 4:20, NIV)  Paul writes to Timothy, “I urge then, first of all, that requests, prayers, intercession and thanksgiving be made for everyone—for kings and all those in authority, that we may live peaceful, quiet lives of godliness and holiness.  This is good and pleases, God our Savior, who wants all men to be saved and come to the knowledge of the truth.”  (1 Timothy 2:1-4, NIV)

2. Trinity’s passion for sharing the Gospel message prompted them to create a staff position whose primary task is to create programs and activities that will make the Gospel alive, focusing on families with young children in the congregation and Early Childhood Center.  The Minster for Families with Young Children has the opportunity to learn about and, as necessary, make referrals to the Parish Nurse, Stephen ministers, pastoral counseling, community based services, etc.

3. Upon enrollment in the Early Childhood Center, a letter of welcome is sent to the family.  It includes an invitation to attend Trinity, if they do not have a church home and a flyer describing Trinity.

4. Information about services and special events that Trinity has planned for families goes home with all the families.

5. Jesus’ Time is an important part of the day for the children.    Threes and fours go to the sanctuary once a week for chapel time led by the Minister for Families with Young Children.  Children often go home and share the Bible story and songs with their families.

6. Each week a letter goes home with childcare families.  It reviews the Bible story and contains practical suggestions on ways parents can be the faith teachers at home.

7. Flyers advertising special family events are posted on bulletin boards and sent home with the children.  These events include:  Parish Pizza Pumpkin Picnic, Daddy-Daughter Dance, Kite Day.  These events present Trinity as a welcome, family-friendly church home.

8. Child, age appropriate family devotions are available for families throughout the year, e.g. Advent, Epiphany, Lent, Valentine Prayer Plants, Bedtime Prayer Cubes, Thanksgiving Prayer Turkeys, etc.

9. A bulletin board in the reception area of the ECC contains notices of services and special events sponsored by Trinity.

10. Trinity Early Childhood Center houses a Lending Library containing primarily Christian based parenting tools, e.g. printed and video resources, as well as the Book Friend program.  Each Book Friend has a bag with a book, either a puppet or stuffed animal and a sheet with suggestions for parents to read the book and ask follow-up questions always ending with a faith-based suggestion.

11. Families with toddlers and two-year-olds are invited to attend classes on Sunday morning, e.g. Toddlin’ to Jesus and Together with Jesus.  These classes provide opportunities for families to get to know each other better as well as gin new skills for Christian parenting and nurturing. 

12. Trinity sponsors Christian parenting classes—both in the morning and evening.  Trinity also hosts STEP (Systematic Training for Parenting) classes taught by a local community based agency.

13. Preschool and Childcare parents are invited to attend staff meetings twice a year that provide training for both parents and staff and include time for dialog.  

14. Trinity sponsors an active MOPS (Mothers of Preschoolers) group, which meets the 1st and 3rd Wednesdays of each month.  The MOPS group also meets for Bible study on Wednesdays the MOPS group does not meet.

15. The Minister for Families with Young Children makes home visits, especially to the unchurched—just to get acquainted and to let them know what Trinity has to offer as a faith family.

16. The Minister for Families with Young Children sends baby cards and a devotional booklet to families who rejoice at the birth of a baby.  

17. Programs for parents, e.g. Christmas concerts, Dad’s Nights, Breakfast with Mom’s, and End-of-the Year programs include the Gospel message, as well as an invitation from our pastors to attend worship services and Bible classes.  One of the pastors and principal, as well as the kindergarten teacher attend these.  It makes a good connection to the school and church.

18. Children sing at services a couple of times a year.  Parents heat the Gospel message and have the opportunity to see first hand what Trinity has to offer them.  The pastor includes a special welcome to the families of the children.

19. The Minster for Families with Young Children is available at various times of the day, e.g. beginning and end of preschool sessions; drop-off and pick-up times for childcare families to present a visible presence of the church, to demonstrate an atmosphere of love and concern, and be available to answer questions.

20. Trinity’s pastors and parish nurse are available to minister to families who are in need of pastoral care, e.g. illnesses, hospitalizations, death of a family member, family in crisis, etc.

21. Families who express an interest are given information on new member classes (offered three times a year) and baptism classes (offered bi-monthly, alternating Sundays and week nights).  

22. Trinity is involved in Faith-Stepping Stones.  At key points in a child’s life, parents and children come together for 3 meetings.  These include: baptism Classes; First-Bible Classes; and First Communion Classes.  

23. Visitors who attend Trinity receive a bag of cookies sometime during the week following their visit, a phone call from someone who has children the same age, and a welcome letter from the senior pastor.

24. Our website, www.trinityct.org, is another valuable outreach tool.  Web surfers can see what Trinity has to offer families with young children and what’s new.

APPENDIX D
TRINITY LUTHERAN EARLY CHILDHOOD CENTER

POSITION DESCRIPTION

TRADITIONAL PRESCHOOL TEACHER

RESPONSIBLE TO:  TLC Early Childhood Center Director and Minister to Families with Young Children

Self-management and professional conduct

     1.  Be a committed Christian and church member.

     2.  Understand and support the mission of Trinity Lutheran Church and Trinity Lutheran 

          Early Childhood Center.

     3.  Attend monthly Early Childhood Center staff meetings.

     4.  Contact preschool director for a substitute teacher.

     5.  Follow the “personnel Polices and Procedures” handbook of Trinity Lutheran Church 

           and Trinity Lutheran Early Childhood Center.

     6.  Be willing to attend worships and conferences to gain information about child 

          development, family life and other aspects of early childhood education.

     7.  Help plan and attend yearly calendar events, including Christmas concert, dad’s nights, 

           closing programs, and open house events.

     8.  Maintain Red Cross First Aid, Adult CPR and Child & Infant CPR certification.

     9.  Maintain current TB test and physical records as required by the state.

     10.  Attend and participate in preschool staff devotions each morning.

Staff Management

     1.  Work with the director to plan and implement the daily program according to the 

          preschool curriculum. 

     2.  Assist the director in registering children.

     3.  Supervise and evaluate teacher assistant once a year.

     4.  Supervise the management of classroom schedule.

     5.  Assist the director in cleaning the rooms at the end of the school year and in getting 

           them ready in the fall.

     6.  Inform director of request for equipment, gym, or any other shared classroom space or 

           materials.

     7.  Report to director any concerns, problems or needs.

     8.  Report to classroom one hour before each class and remain after class until classroom 

          and other cleaning duties are completed.

Child Management

     1.  Understand the developmental needs of the children and teach accordingly.

     2.  Complete and keep up-to-date registration and health forms on all children.

     3.  Keep daily attendance records.

     4.  Be willing to meet with parents for a conference at their request or yours.

     5.  Record all registration fees and tuition payments.

     6.  Record parental snack sign up lists and inform parents regularly when it is their turn. 

     7.  Maintain records for fire, tornado and emergency drills.

     8.  Help prepare, serve and clean up snacks for children.

     9.  Administer first aid when necessary, as trained.  Report all accidents and incidents on 

          appropriate forms.

Personal Characteristics

     1.  Have experience working with children in a professional capacity.

     2.  Have stamina, both physical and emotional, to work with young children.

     3.  Demonstrate a positive attitude and enjoy working with children 2 ½ to 5 years of age.

Qualifications

Have completed a minimum of 60 semester hours of credit at an accredited college or university and also have completed not less than 12 semester hours in child development, child psychology or early childhood education; or have a bachelor’s degree.

APPENDIX E

TLC EARLY CHILDHOOD CENTER

STAFF EVALUATION

TRADITIONAL PRESCHOOL TEACHER

Name ______________________________________________ Date  __________________

Assigned Classroom __________________________________ Supervisor ______________

Please rate on a scale of 1 – 5. 5 is my strongest area; 4 – a strong area; 3 – acceptable, 2 – could receive greater attention, 1 – omitted altogether, why?

Does this person….?

Self-management and Professional Conduct

Understand the mission of TLC Early Childhood Center



    1 2 3 4 5

Demonstrate positive role modeling of the love of Jesus



    1 2 3 4 5

Demonstrate a gentle and consistent temperament




    1 2 3 4 5

Demonstrate caring relationships with children and families

  

    1 2 3 4 5

Demonstrate positive, enthusiastic attitude for their work



    1 2 3 4 5

Attend staff meetings








    1 2 3 4 5

Hold CPR & First Aid Certifications 






    1 2 3 4 5

Have current TB test








    1 2 3 4 5

Have current Physical








    1 2 3 4 5

Staff Management

Support other staff by being a positive role model




    1 2 3 4 5

Support other staff by treating others with respect and care



    1 2 3 4 5

Communicate problems or concerns with other staff




    1 2 3 4 5

Attend, participate or facilitate classroom meetings




    1 2 3 4 5

Communicate concerns with director






    1 2 3 4 5

Maintain inventory of equipment and supplies




    1 2 3 4 5

Request supplies monthly







    1 2 3 4 5

Plan goals and lesson plans based on needs of children



    1 2 3 4 5

Submit lesson plans to director in timely fashion




    1 2 3 4 5

Child Management

Keep written lesson plans available for substitutes




    1 2 3 4 5

Supervise the management of the classroom schedule



    1 2 3 4 5

Supervise maintenance of attendance records




    1 2 3 4 5

Supervise maintenance of snack and lunch records




    1 2 3 4 5

Supervise execution of fire, tornado and lockdown drills



    1 2 3 4 5

Follow positive discipline policies of TLC Center




    1 2 3 4 5

Assist in serving lunch and snack (family style where appropriate)


    1 2 3 4 5

Change diapers following proper sanitation guidelines


N/A
    1 2 3 4 5

Assist child to, or keep track of children’s belongings



    1 2 3 4 5

Administer appropriate first aid when necessary




    1 2 3 4 5

Report incidents and accidents appropriately





    1 2 3 4 5

Administer medicine carefully and precisely





    1 2 3 4 5

Assist children in keeping room neat and orderly




    1 2 3 4 5

Keep other areas of center neat and orderly 


(hallway, restrooms, mini-gym, storerooms)




    1 2 3 4 5

Demonstrate open and honest communication with parents



    1 2 3 4 5

Call director in timely manner if ill or tardy





    1 2 3 4 5

Arrive to work on time







    1 2 3 4 5

Become familiar with policies in Caregiver’s Manual



    1 2 3 4 5

Comply with policies in Caregiver’s Manual





    1 2 3 4 5

Demonstrate appropriate physical contact for age of child



    1 2 3 4 5

Demonstrate awareness of children’s individual needs



    1 2 3 4 5

Personal Characteristics

Demonstrate physical stamina to work with children




    1 2 3 4 5

Demonstrate emotional stamina and composure




    1 2 3 4 5

Display ability to assist in implementing program




    1 2 3 4 5

Demonstrate initiative and competence to work effectively



    1 2 3 4 5

Exhibit genuine care and concern for children and families



    1 2 3 4 5

Demonstrate interest in extending professional development


    1 2 3 4 5

Comments:

Date Reviewed: __________________________

Staff Signature:  _____________________________________________________________

Supervisor’s Signature: _______________________________________________________
APPENDIX  F

TRINITY LUTHERAN CHURCH

VOLUNTEER JOB DESCRIPTION: CHURCH BAG HELPER

RESPONSIBLE TO: MINISTER TO FAMILIES WITH YOUNG CHILDREN

SPECIFIC TASKS, ACTIVITIES, EXPECTATIONS:

1. Work with the Minister to Families with Young Children in coordinating materials for the church bags.

2. Check the bags once a week, adding new pieces (activity pages and a snack) replace broken crayons, worn books, stuffed animals, or bags.

3. Keep the Minister to Families with Young Children aware of needs for materials:  cloth bags; books, stuffed animals; plastic zipper bags; crayons; snacks

TERM (LENGTH OR DURATION):


One month 
TIME COMMITMENT (PER DAY, WEEK, MONTH, YEAR):


One – two hours a week

GIFT(S) NEEDED:

· Giving – the ability to use time and talents to help others
· Serving – the ability to meet the practical needs of people in the church
SKILLS OR TALENTS NEEDED:

· Posses a love for children and their need to grow spiritually
· A talent for patience and detail 
· Ability to work independently without supervision
TRAINING NEEDED AND AVAILABLE:


Orientation on the materials available; setting a time each week to come in and check the bags; and, establishing a procedure for keeping supplies on hand

HOW THIS JOB CONTRIBUTES TO THE MISSION OF TRINITY:


A fully devoted follower of Jesus worships Jesus.


The “Church Bags for Children” provides materials for active young children to use during worship, enriching their worship experience using age appropriate materials

FUNDING:  


Funding for the materials needed for the church bags comes through the Early Childhood Ministries Budget.

APPENDIX G

CHURCH BAGS
GUIDELINES AND PROCEDURES
Each church bag has an Arch book; plastic snack size zipper bag of crayons (usually 5 or 6); a beanie baby; a children’s bulletin; and, a plastic snack size zipper bag of snacks (Cheerios, fish crackers, or pretzels). 

· Children’s bulletins: The receptionist in the ECC will make the copies and have them available here for Carolyn to put in the tub that contains all items needed to restock the bags.

· Snacks: I get pretzels, cheerios, and fish crackers from Sam’s Club and plastic snack size zipper bags from the Dollar Store. On Monday Carolyn (our afternoon receptionist) puts the snacks in bags and has them ready for the volunteer. The snacks and bulletins are placed in a plastic tub and placed under the table in the counter room for the volunteers. 

Carolyn will get the tub on Monday, add the snacks and put in the bulletins and return it to the office so that it is ready for the volunteers to get the church bags ready.

· There is an second plastic storage tub that has extra Arch books, crayons, and beanie babies. It is also stored under the table in the counters’ room.

· Church Bag Volunteers – please see the Job Description that explains how to restock the bags. Put a request in the Announcer for volunteers to take care of the church bags. Each one can be scheduled for a month 
APPENDIX  H
TRINITY LUTHERAN CHLDREN’S CHURCH 

LEADER POSITION DESCRIPTION

TITLE:  CHILDREN’S CHURCH LEADER

RESPONSIBLE TO:  MINISTER FOR FAMILIES WITH YOUNG CHILDREN

SPECIFIC TASKS, ACTIVITIES, EXPECTATIONS:

· Have an application form, Background Check, and Central Registry Clearance on file
· Check with the Minister to Families with Young Children to review the outline for children’s church 

· Read through the script to become familiar with what will happen

· Arrive 15 minutes before church starts to make sure everything is ready

· Walk with the children into the choir room.

· Lead children’s church following the script provided by the Minister to Families with Young Children. 

· Help distribute take home sheets at the end of children’s church

· Walk back into the sanctuary with the children, making sure they find their parents

· The children’s church leader may be asked to carry the processional cross before and after children’s church.

· First Aid and CPR certification would be beneficial
TERM (LENGTH OR DURATION):


As desired or one year with optional renewal
TIME COMMITMENT (PER DAY, WEEK, MONTH, YEAR):


This depends on how many Sundays the volunteer plans to serve as leader.  For each Sunday the time commitment is an hour.  
GIFT(S) NEEDED:

· Teaching – the ability to teach the Bible to Christians and to train, encourage and protect people in the church.

· Evangelism – the ability to share their faith with others

· Giving – the ability to unselfishly use material wealth, or time or talents to help others. 
SKILLS OR TALENTS NEEDED:

· Love or and ability to work with very young children

· Punctual and responsible to fulfill the work scheduled agreed upon with the Minister to Families with Young Children.
TRAINING NEEDED AND AVAILABLE:

· Orientation is done by the Minister to Families with Young Children

· At first the volunteer would watch other children’s church leaders as they lead; then the volunteer would lead while the experienced leader watches; and finally the volunteer would be on his/her own.

· First Aid and CPR training is available through classes taught by the Parish Nurse.
HOW THIS MINISTRY CONTRIBUTES TO THE MISSION OF TRINITY:
A fully devoted follower of Jesus serves at home, church, and in the community by using their time, talents and treasures to His glory.  A fully devoted follower of Jesus also shares the Gospel message with others through their words and actions.

Serving as a children’s church leader is a service that adds to the worship experience of young children and their parents – enabling them to better listen to the adult sermon.

FUNDING:  


Funding for the Children’s Church Ministry comes through the Early Childhood Ministries budget.
APPENDIX  I

MINISTRY DESCRIPTION

CHILDREN’S CHURCH HELPER

SPECIFIC TASKS, ACTIVITIES, EXPECTATIONS:

· Complete a Secondary Volunteer Screening Form. See Appendix AA for a copy of the form.
· Check with the Minister to Families with Young Children to review the outline for children’s church 

· Read through the script to become familiar with what will happen

· Arrive 15 minutes before church starts to make sure everything is ready

· Walk with the children into the choir room.

· Sit with the children and help with discipline as needed

· Help distribute take home sheets at the end of children’s church

· Walk back into the sanctuary with the children, making sure they find their parents

· The children’s church helper may be asked to carry the processional cross before and after children’s church.

· First Aid and CPR certification would be beneficial
SUPERVISION (TO WHOM, WHEN, HOW RESPONSIBLE): 

· Minister to Families with Young Children

· Children’s Church Leader
TERM (LENGTH OR DURATION):


As desired or one year with optional renewal
TIME COMMITMENT (PER DAY, WEEK, MONTH, YEAR):


This depends on how many Sundays the volunteer plans to serve as leader.  For each Sunday the time commitment is an hour.  
GIFT(S) NEEDED:

· Giving – the ability to unselfishly use material wealth, or time or talents to help others. 

· A heart for evangelism – the ability to share their faith with others through words and actions
SKILLS OR TALENTS NEEDED:

· Love or and ability to work with very young children

· Punctual and responsible to fulfill the work scheduled agreed upon with the Nursery Coordinator.
TRAINING NEEDED AND AVAILABLE:

· Orientation is done by the Minister to Families with Young Children

· On the job training First Aid and CPR training is available through classes taught by the Parish Nurse.

HOW THIS JOB CONTRIBUTES TO THE MISSION OF TRINITY:
A fully devoted follower of Jesus serves at home, church, and in the community by using their time, talents and treasures to His glory.

APPENDIX J

GUIDELINES FOR WRITING A CHILDREN’S MESSAGE

“Children belong in worship.  They are part of the family of God.  How many of us learned the words to the Lord’s Prayer or the Apostles’ Creed in worship?  How many of us developed our pictures of God through the words, symbols, songs, music, and liturgy of worship?  The Holy Spirit shapes our faith and our sense of God in worship.


The children’s message belongs in every gathering for corporate worship.  Presenting a message each week says to children, ‘You are an important part of the family of God.  You are so important that we always arrange our worship to include you.’


Early childhood years are highly important years for faith development.  Including children in worship in special ways will help them value worship throughout their lives.  The children’s message is one of the best ways to make your worship child-friendly.” (Through Children’s Eyes by Ben Freudenberg, CPH, 1996)

A few thoughts as you prepare the children’s message

1. Design the message around one Scriptural truth.  Keep focused on that one point. The message should tie in solidly with the pastor’s sermon. Avoid things that are not to the one point, e.g. conversation about the weather, the current sports event, how sleepy the children seem to be, etc.

2. Do write it out.  Ask the Holy Spirit’s guidance in drawing the one truth from Scripture that God asks you to teach His children.  It is an important part of worship and should be prepared with as much care as the sermon for adults or the anthem of the choir.

3. Plan activities to involve the children, e.g. sight, sound, smell, taste, action, singing, answering questions and assisting you.  Don’t be afraid to experiment, have fun, and celebrate our awesome God who saves.  But, make sure they fit in with the message you want to share; sometimes the visual is so powerful, kids wont’ remember why you used it.

4. Keep the message and the vocabulary age appropriate.  Don’t always aim for the youngest.  Aim your language and message at different age-levels on different Sundays.  And, it’s good to help give children a sense of “wonder” of God.  Children won’t always understand everything you say, but they will sense God’s wonder, might and glory.

5. While writing the message, be cognizant of the words you choose.  

· Be sensitive to words regarding race and culture, gender, etc.

· Remember children think in concrete terms; they are not ready for abstract symbolism, God is like…  God “shed” His grace on you; in the “dead” of night.  

6. MOST IMPORTANTLY—do include the GOSPEL in every lesson.  Don’t assume that each child knows the love of God through Christ.  

· And don’t turn the Gospel into work righteous actions, e.g. Jesus loves you if you do this or that.  That is not Gospel.  Jesus loves us unconditionally.  He proved it by dying on the cross to pay for our sins, and by rising from the dead on Easter.  Jesus loves us—even when we are bad.  He helps us live out our response to His love by loving others.

· The core of the message is not how we can be better (moralism), but that Jesus lived, died and rose so that nothing can separate us from God’s love. Help kids see their Savior each week.  

· When encouraging children to live out their faith, stay away from the “do” “be.”  By ourselves we cannot “do” or “be,” it is only through the power of God’s Spirit.  Remember even Paul said, “For what I do is not the good I want to do; no, the evil I do not want to do—this I keep on doing.”  Romans 7:19 (NIV)  Use words like God will help us as we…. Or God promises to send His Spirit as we….

7. Practice it.  What works in one’s head or on paper doesn’t always work with the children.  Practicing will help you get the bugs out and allow you to be more relaxed.  A natural presentation keeps the children focused. 

8. When sharing your message, be on the child’s level; look at them; make eye contact.  

9. Do use handouts and objects to reinforce the message at home.  Ask helpers to hand out the take-home items as the children leave.  

10. Do include directions for your congregation.  You may want to print directions in your bulletin that the children may come forward during a hymn, and when they return to their seats.  Whether you print directions or invite the children up for yourself, include the age range of children you are involving.

Bibliography
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APPENDIX K

TRINITY LUTHERAN NURSERY

POSITION DESCRIPTION

TITLE:  NURSERY COORDINATOR

RESPONSIBLE TO:  MINISTER TO FAMILIES WITH YOUNG CHILDREN

COMPENSATION:  PAID

SPECIFIC TASKS, ACTIVITIES EXPECTATIONS:

1.  Have on file a completed information form, a FIA clearance and Central Registry Form

2.  Have a current CPR and First Aid Training card.

3.  Schedule paid workers and volunteers as needed and requested by church staff and organizations.

12.  Have appropriate forms for sign-in, recording the number of hours caregivers worked, and check requests. 

4.  Make monthly schedule for the workers at the beginning of each month.

5.  Make reminder calls to volunteers who are scheduled to work each Sunday or for any other event.

6.  Advertise to the congregation when the nursery will be open.

7.  Replenish supplies such as diapers, soap, etc. before they run out.

8.  Check on condition of equipment, toys, and room.

9.  Maintain a system for recording hours worked and submitting time sheets to the Minister for Families with Young Children and the Business Manager

10.  Prepare monthly reports to be submitted to the Minister for Families With Young Children that include times and meetings the nursery was open; the workers who were scheduled, the numbers of hours they worked, and the number of children receiving care.

11.  Be available to work in the nursery in the event a scheduled worker does not come to work.

SKILLS OR TALENTS NEEDED:

· General knowledge of children and childcare

· Ability to provide loving and patient childcare of infants, toddlers, preschoolers and school-agers in the Church Nursery setting.

· Punctual and responsible to fulfill the scheduled work agreed upon

· Ability to communicate warmth and empathy with parents

FUNDING:


Funding for the Church Nursery Program comes through the Early Childhood 

Ministries Budget.

APPENDIX  L

TRINITY LUTHERAN NURSERY
POSITION DESCRIPTION

CHURCH NURSERY WORKER
RESPONSIBLE TO:  NURSERY COORDINATOR

COMPENSATION:  PAID 

QUALIFICATIONS:

3. Caring and loving attitude toward young children

4. Ability to communicate warmth and empathy with children

5. Spiritually growing and maturing in faith

WORK SKILLS NEEDED:

6. Ability to provide loving and patient childcare of infants, toddlers, preschoolers and school age children in a church facility setting.

7. Must exhibit mature judgment in handling children in a Christ-like manner.

8. Must be punctual and responsible to fulfill the work schedule agreed upon with the Nursery Coordinator.

RESPONSIBILITIES:

1. Work under the supervision of the Nursery Coordinator for work assignments and scheduling.

2. Arrive on time to work on scheduled Sundays or weekdays as specified.

3. Complete sign-in sheet for children and/or instruction parents on how to complete, filling in all spaces.

4. Report any problems with schedule, volunteers, children or parents to the Nursery Coordinator.

5. Leave the room in good condition.

6. Follow guidelines of nursery programs, such as of children, food, etc.

7. Complete time sheets and return to the Nursery Coordinator for payment through the Business Manager

8. Be responsible for finding a replacement to work if you cannot work.

APPENDIX M
CHURCH NURSERY  

GUIDELINES AND OPERATING PROCEDURES

BEFORE CHILDCARE BEGINS

1.  Get out notebook with sign-in sheets, also masking tape for name tags, cleaning 

     supplies, spray bottles for 4 step sanitizing procedures, Kleenex, cups, hand soap, 

     Parent Pagers ready to use, etc.

2.  Prepare spray bottles for 4 step sanitizing procedures: 1 bottle of soapy water, 1 

     bottle of clear water, 1 bottle with a bleach solution, e.g. 1 – 10.  

3.  If it is Sunday, turn on the closed circuit TV.

4.  Make sure changing table is ready with gloves and wipes from inside, placed on  

     top for easy use.

5.  Make sure toys are ready for the children to use.

6.  Remove chairs from the table and arrange table and chairs as desired.

DURING CHILDCARE


1.  Make sure all the children are properly sign in, (name, age, diaper change ok, 

                  parent pages checked out, etc.)


2.  Ask parents of those not in diapers, if their child is toilet trained, and/or whether 


     they need help in the bathroom.


3.  Place a piece of masking tape with the number on it that matches the child’s sign-


     in sheet number, on their diaper bag.


4.  Diaper Changing.  Put on gloves before changing diapers.  Put soiled diaper in a 


     plastic bag before putting it in the waste receptacle.  Then use a four step 


     procedure for sanitizing the diaper changing table.  Spray the changing table with 


     soapy water.  Then wipe with a paper towel.  Spray with clear water and wipe 


     with a paper towel.  Spray with a bleach solution.  Let dry for at least 60 seconds.


5.  Spend time interacting with the children.  Use the curricular pieces.  Share God’s 

                  love in your words and actions.


6.  After infants and toddlers have put toys in their mouth and when they are finished 


     playing with them, put on the counter for cleaning;  use the four step process.


7.  From time to time, with the children’s help, replace toys to their proper location.  


8.  As parents pick up children, record pick-up times on the sign-in sheet and check in 


     the Parent Pagers.

AFTER CHILDCARE

1.  Put away all toys. Spray toys and equipment with the bleach solution.


2.  Clean and toys on the counter using the four step sanitizing procedure.  


3.  Clean tables using the four step process and place chairs upside down on the table.


4.  Use the hand vacuum to clean up and crumbs or messes.  Put waste receptacle 


     outside the nursery door for the janitors to dispose of.


5.  Empty spray bottles. Put away notebook, masking tape, cleaning supplies, 


     Kleenex, cups, hand soap, etc.  

6.  Leave post it notes listing items that need to be replaced.

APPENDIX N
JOB APPLICATION FOR CHURCH NURSERY

Trinity Lutheran Church of Mount Clemens

Clinton Twp. MI (LCMS)

Sunday Nursery and Evening Child Care

_______________________________________________________________________

Statement of Confidentiality

The completed application will be available only to designated Trinity staff members.

Once the approval process has been completed, this document will be maintained in a secure file location.

_____________________________________________________________________________________

Date:_______________________

Name:  _________________________________________________________________


    Last                            First                      Middle                   Maiden

Home Phone: ___________________

Occupation: _______________________     Marital Status: ______________________

Children’s Names/Ages: __________________________________________________

Hobbies/Interests:  _______________________________________________________

How long have you attended Trinity?  _______________________________________

Are you a member of Trinity?  Yes _____  No _____ 

If no, complete the following information on the church of which you have been a member in the past five years.

Church Name _______________________________ Phone ______________________

Address ____________________________City/State/Zip ________________________

Pastor’s Name ___________________________________________________________ 

Do you understand and agree with the Nursery/Child Care Worker Job Description?

Yes_____
No _____  If no, please explain:  _______________________________

Do you agree to work with the Nursery/Child Care Coordinator?  Yes_____  No _____

Is your spouse supportive of  the commitment that you are wanting to make to the Nursery/Child Care?  Yes _____  No _____  Uncertain _____

In what activities of our church are you presently involved?  _____________________

How do you keep yourself spiritual fed?  Worship _____  Bible Study ______  Quiet

Time _____  Small Group ______  Other _____________________________________

Why do you consider yourself to be a Christian? _______________________________

Why do you desire to work in Trinity’s Nursery/Child Care?  _____________________

What experience have you had working with children?

Date
Place




Age
Position

_____  ____________________________
_____
______________________________

_____
____________________________
_____
______________________________
Personal References (Please list the names of two people other than relatives who have observed you working with children in the past three years.)

Name _________________________Phone ____________ Relationship ____________

Address _______________________City/State/Zip _____________________________

Name ________________________ Phone ____________ Relationship ____________

Address ______________________ City/State/Zip ______________________________

If you have not worked with children previously, list two character references (other than relatives).

Name ________________________Phone ____________ Relationship _____________

Address ______________________City/State/Zip ______________________________

Name ________________________Phone ____________Relationship ______________

Address ______________________City/State/Zip ______________________________

Do you have any health condition that might put a child at risk?  Yes _____  No ______

If yes, please explain _____________________________________________________

Do you use illegal drugs?  Yes _____  No _____

Have you ever been charged with physical or sexual abuse of a child?  Yes _______

No ________

Have you ever been a victim of abuse or molestation while a minor?  Yes ______

No ________

Driver’s License # ________________________Social Security # __________________

________________________________________________________________________

Applicant’s Statement:


The information contained in this application is correct to the best of my knowledge.


I authorize any references or churches listed in this application to give you any infor-


mation that they may have regarding my character and fitness for working with chil-


dren.  I also authorize that a Criminal Records Check be conducted on me and that


any information regarding conviction be related to Trinity Lutheran Church.  I agree 

to hold harmless from liability any person or organization that provides or receives


information.  I agree to abide by the guidelines contained in the Nursery/Child/Care


Worker Job Description.  


Signature ______________________________ Date ______________

____________________________________________________________________

DO NOT WRITE BELOW THIS LINE:

1.  Personal References 
________________________________________________

2.  Record Check 

________________________________________________

3.  Interview 


________________________________________________

4.  Comments 


________________________________________________

__________________________________
____________________________________

Nursery/Child Care Coordinator
Minister To Families with Young Children
APPENDIX O

CHURCH NURSERY

MONTHLY REPORT FORM

TO: Minister to Families With Young Children

FROM: Church Nursery Coordinator

DATE:  month/year

Services/meetings when Church Nursery was open:

Workers and number of hours they worked:
APPENDIX P

Xxxx xx xxxxxxxx

Xxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxx

Dear xxxxxxxxxxxxxxxx

Thank you for your interest in having Xxxxxxxx baptized at Trinity.  Pastor Ken encourages families wanting to have a child baptized be attending church on a regular basis and attend the baptism class.  Our next baptism class will be Sundays: October 3, 10, and 17 from 9:30 – 10:30 am.  

The class is designed for parents, sponsors and grandparents.  Through the use of Scripture, video, and discussion participants will learn:

· more about the blessings God gives in the miracle of Baptism;

· ways to nurture the faith of the newly baptized;

· discussion of the various symbols used in the celebration of baptism and what they mean.  We also do a walk through of the baptism celebration during this third session.

The class also gives you an opportunity to meet other families who are planning a baptism. 

Since baptism is the beginning of a life-long journey – a walk with God, we feel it is important for you to be worshiping with us on a regular basis.  If you are not a member of Trinity, we ask that you attend the next Life with Jesus to learn more about the faith you will be teaching your child.  And, we ask families to sign a commitment form indicating their willingness to take on the responsibility to nurture their child spiritually.  We, at Trinity, are here to help you nurture your child’s faith.  We have childcare, preschool, Sunday school, day school.  Our services include children’s messages and children’s church at the late service, as well as devotional helps throughout the year.    

I’m looking forward to the class and hope you are, too.  If you plan to attend, please let me know so I can have enough materials on hand. 

Yours in Christ,

Minister to Families with Young Children
Enc:
APPENDIX Q – see next page
BAPTISM INFORMATION FORM FOR INFANTS/CHILDREN

Trinity Lutheran Church

38900 Harper Ave

Clinton Twp MI 48036-3222

Office:  586/463-2921     Fax:  586/463-2389     E-mail:  tlc@trinityct.org

www.trinityct.org
Baptism Date:  _______________ Appointment Date:  ___________________

Time:  _____________________​​​_ Time:  _____________________________

Pastor:  ______________________Place:  _____________________________












     M (  )

Name:  ___________________________________________________    F  (  )



First


Middle

Last

Date of Birth: __________Place of Birth: ______________________________








       City

State
     Zip

Member 

Status

Father’s Name: ___________________________________________________




First


Middle

Last

Mother’s Name:  ___________________________________________ ______

First 


Middle

Maiden
Address:_________________________________________________________




Street


City

State

Zip

Telephone: _______________________Email:__________________________

Date of Marriage:  _____________ Place of Marriage:____________________

Relationship

Sponsors:





  To Child:


Religion:

Name:  ______________________________  ___________     _____________

Address:  ___________________________________    Phone: _____________  



Street



City
State
Zip

Name:  ____________________________  ____________  _______________

Address:  ___________________________________   Phone: _____________   



Street



City
State
Zip

Number of Pews Needed: ____


___ DVD: (@ $5) _______
APPENDIX  R

My Family’s Commitment

To

Trinity Lutheran Church


As a family desiring baptism for our child, we understand how important it is to be part of a church family that will assist us as we raise our child in the Christian faith, specifically Trinity Lutheran Church. We affirm Trinity’s mission statement “to make fully devoted followers of Jesus Christ.”


Understanding that baptism is the beginning of a lifelong journey, we willingly and faithfully make the following commitments:


We will be faithful in church attendance, understanding that our church


attendance and our responsibility as the primary spiritual nurturers of 


our child go hand in hand.


We will attend all three sessions of the baptism class, A Beginning That 


Has No end.


If we are not members, we will attend the next membership class, Life 


With Jesus, so we are better prepared to teach our children.


We will be committed to private study of God’s Word. We will strive to


live out our faith in our home. Family devotions and Christian service


will be part of our family life.


We will seek to work in partnership with our brothers and sisters at


Trinity as we support each other through use of our time, talents, and


offerings.


We willingly make thee commitments because we understand that it is a contradiction to desire baptism for our child and not to plan for the spiritual nurture our child needs.  We want to be responsible, Christ-motivated people who desire to be growing in the love and knowledge of our loving God.


If we fall short of these goals, we expect to be admonished and encouraged to renew our commitments.

_________________________ ____________  _______________________ _____________


(Signature)


(Date)

(Signature)


(Date)

APPENDIX S
TRINITY LUTHERAN BAPTISM MINISTIRES 
POSITION DESCRIPTION

STRONG ROOTS FOR TENDER SHOOTS MINISTRY MANAGER

RESPONSIBLLE TO:  MINISTER FOR FAMILIES WITH YOUNG CHILDREN

COMPENSATION:  VOLUNTEER

SPECIFIC TASKS, ACTIVITIES, EXPECTATIONS:

1. Work with church staff in receiving baptism information

2. Organize and administer time sensitive materials and prepare them for mailing

3. Send out mailings once a month

4. Prepare a monthly report to be given to the Minister for Families with Young Children regarding enrollments, changes of address, and children turning three.

5. Inform the Sunday School Superintendent of prospective new students upon their third birthday.

6. Keep the Minister for Families with Young Children abreast of needs for materials:  packets, envelopes, postage 

TERM (LENGTH OR DURATION):


As desired or one year with optional renewal
TIME COMMITMENT (PER DAY, WEEK, MONTH, YEAR): 

4-5 hours / month
GIFT(S) NEEDED: 

· Administration – the ability to be a leader in directing and planning within the church

· Giving – the ability to use time and talents to help others

· Serving – the ability to meet the practical needs of people in the church

· Posses a love for children and their need to grow spiritually
SKILLS OR TALENTS NEEDED:

· Ability to organize time sensitive materials to infants, toddlers and parents
· Ability to administer time sensitive materials for families enrolled in the program
· Ability to send out mailings on a monthly basis
· Ability to work independently without supervision
TRAINING NEEDED AND AVAILABLE:

Orientation on how the Beginnings program is organized to facilitate that mailings go out in a timely manner
HOW THIS JOB CONTRIBUTES TO THE MISSION OF TRINITY:


A fully devoted follower of Jesus grows in Jesus through Bible study and prayer. 

The “Beginnings” program is a special way to minister to new parents and assist them as they provide for the spiritual nurture of their child.  

FUNDING:  

Funding for the Beginnings Program comes through the Early Childhood Ministries Budget.
APPENDIX T

TRINITY LUTHERAN CHURCH BAPTISMAL MINISTRIES
GUIDELINES AND OPERATING PROCEDURES
STRONG ROOT FOR TENDER SHOOTS
Supplies: All supplies are kept in a filing cabinet that is in the Volunteer Office – located outside of the office of the Minister for Outreach and Assimilation.

· Top Drawer:  

--This is where the Minister to Families with Young children puts the Baptism Information Forms of the infants who need to be entered into the program.

--Different envelopes for mailings

--stamp pad with church’s address

--box of envelope labels

--stamps

--red folder that contains list of address changes; each month the Minister to Families completes an activity summary that includes address changes.

--extra address labels to use for address changes

--pink card that lists the postal rates for different envelopes; note: this needs to be updated whenever there is a postal rate change

· Second Drawer: monthly folders with mailings that need to go out that month; note: when the mailing is sent out, this folder goes to the end so that it can be used in sequence

· Third Drawer:  Larger envelopes for two year and 3 year old mailings

· Fourth Drawer: new Strong Roots for Tender Shoots packets

Filing Process:

· Check top file drawer for Baptism Information Forms. Use the information on the form to fill out dates for mailings on the back of the Strong Roots for Tender Shoots packet. Example: Jean Smith, date of birth July 12, 2012; baptism date Nov, 2012.  Six month mailing 1/13; 8 month 3/13; and 1 year 7/13. All mailings previous to the 6 month (pre birth, birth, 2 month are placed in the Minister to Families with Young Children’s mailbox and she takes are giving them to the family. 

For each birthday post card, write a personal greeting on it, e.g. May God’s love surround you. Your friends at Trinity Lutheran Church

· The church secretary makes a set of mailing labels for each child. 

· Stuff envelopes with mailings; pencil in date for mailing where the stamps would go; use the church’s return address stamp and stamp the return. Add the mailing labels.

· File envelopes in the folder for the month when it should be mailed.

Mailing Process: 

· Once a month all the envelopes in the folders are mailed. 

· Before adding postage check to see if there is an address change. If so make out a new label; remove the outdated one and put on the new label.

· Add correct postage; use the pink index card

· Seal and mail envelopes

· Prepare a report for the Minister to Families With Young Children that includes number of mailings that went out; names of any children who are turning three years old; and any supplies that are needed, e.g. stamps, packets, envelopes

APPENDIX U

STRONG ROOTS FOR TENDER SHOOTS

MONTHLY REPORT FORM
TO:  Pastor Ken, Pastor Hoft, Sue VonFange, David Brown, SS Supt., Jinny Mascali

FROM: Judy Williams and Jinny Mascali

DATE:

RE: Monthly Strong Roots for Tender Shoots Report:

Number enrolled at the beginning of the month:

Baptisms:

Children Turning Three:

Number Enrolled at the end of the month:

Number of mailings sent out:

Any Address Changes:
APPENDIX V

BAPTISMAL REMEMBRANCE SERVICE
INITIAL LETTER
Date:

Dear  

As you reflect on the past year full of God’s blessings, I’m sure you’ll agree your child’s baptism is one of the most memorable. Through water and God’s Word, your child received the gift of faith in Jesus, Savior and Lord; your child’s sins were washed away; your child became part of God’s family; and received the promise of eternal life with God and all of God’s family.

On January  (day, year) the day, the church remembers the Baptism of our Lord, we want to remember your child’s baptism, too. We encourage you to attend the special service of  baptismal remembrance during the 11:00 am worship service. 

We ask you bring along your child’s baptismal candle. During the baptismal remembrance your child’s baptism candle will be lit from the Christ candle. If you cannot find it or forget check with Judy Williams and she will give you one to use.

Following the service, we have a gift for you—a pewter baptismal medallion, another reminder of your child’s baptism and your church’s commitment to be there for you, assisting as you nurture your child’s faith. We also invite you to stay for a group picture.

We pray you will attend the special service.

Yours in Christ,

Pastor Ken

Pastor Hoft

Judy E. Williams

Senior Pastor




Minister to Families with Young Children
APPENDIX W

TRINITY LUTHERAN CHURCH 

POSITION DESCRIPTION

ASSEMBLING DEVOTIONAL MATERIALS
RESPONSIBLE TO:  Minister to Families With Young Children 
SPECIFIC TASKS, ACTIVITIES, EXPECTATIONS:

· Getting the materials that need to be worked on from the office
· Completing the tasks necessary, e.g. cutting, coloring, assembling, etc.
· Returning the finished materials to the office
SUPERVISION (TO WHOM, WHEN, HOW RESPONSIBLE): 



Minister to Families with Young Children
TERM (LENGTH OR DURATION):


Short term, several hours
TIME COMMITMENT (PER DAY, WEEK, MONTH, YEAR):


1 – 5 hours depending on the project and number the volunteer chooses to complete
GIFT(S) NEEDED:

· Giving – the ability to use material wealth, time and talents to serve others

· Serving – the ability to meet the practical needs of people in the church

· Posses a love for children and their need to grow spiritually
SKILLS OR TALENTS NEEDED:

· Ability to accomplish basic office tasks
· Ability to organize materials to complete the necessary tasks
TRAINING NEEDED AND AVAILABLE:

The volunteer will receive a brief orientation on what needs to be done to complete their part for the devotional materials.
HOW THIS JOB CONTRIBUTES TO THE MISSION OF TRINITY:


A fully devoted follower of Jesus serves at home, church, and in the community by using their time, talents and treasures to Hi s glory.


Helping to make devotion materials for families is a unique way to encourage spiritual growth.

APPENDIX X
TRINITY LUTHERAN CHURCH

POSITION DESCRIPTION

TOGETHER WITH JESUS TEACHER

RESPONSIBLE TO: Minister to Families with Young Children
SPECIFIC TASKS, ACTIVITIES, EXPECTATIONS:

· Sign a Volunteer Secondary Screening Form that is kept on file by the Minister for Families With Young Children 
· Pray, asking the Holy Spirit for guidance during planning and teaching
· Study the teacher’s guide and family packet materials and prepare lessons

· Make a list of materials needed to teach the lesson

· Obtain materials needed

· Set up materials for the class session prior to the Sunday school hour

· Use the teacher’s guide and family packet materials to teach the lesson

· Clean up following the class and pack materials up for the next session

· Pray for the parents and the children during the week, asking God to make them receptive learners
SUPERVISION (TO WHOM, WHEN, HOW RESPONSIBLE):


Minister to Families with Young Children
TERM (LENGTH OR DURATION):


One year with optional renewal
TIME COMMITMENT (PER DAY, WEEK, MONTH, YEAR):


Preparation time, approximately 2 hours, during the week


Sunday morning from 9:00 - 10:30 am, including set up time and teaching 
GIFT(S) NEEDED:

· Posses a love for children and their families and desire to help them grow spiritually
· Teaching:  the ability to use a teacher’s guide to teach two-year-olds and their 

parents Bible stories, how to apply the lesson to their lives, as well as parenting 

skills

· Serving:  the ability to meet needs of others in their church family

· Giving:  the ability to use time and talents to help others

· Ability to organize materials

· Ability to work independently
SKILLS OR TALENTS NEEDED:

· Desire and ability to use their spiritual gifts to serve God and His people, especially two-year-olds and their parents

· Enjoy working with young children and their parents and have a passion to help them grow spiritually
TRAINING NEEDED AND AVAILABLE:

· The Minister for Families With Young Children will provide an orientation

· As workshop opportunities become available the congregation will notify 
HOW THIS JOB CONTRIBUTES TO THE MISSION OF TRINITY

· A fully devoted follower uses his/her talents to serve Jesus and others.

· The Together With Jesus program provides opportunities for two year olds and their parents to grow spiritually.  
APPENDIX Y

TRINITY LUTHERAN CHURCH

FIRST BIBLE STEPPINGSTONE CLASS

LETTER OF INVITATION

Date

Dear…


At your child’s baptism, you promised to raise him/her in the Christian faith, to bring him/her to worship, to teach him/her the Ten Commandments, the Lord’s Prayer, to teacher her/him to pray and to place the Holy Scriptures in her/his hands.


Now that they are entering second grade your church family at Trinity would like to assist you in fulfilling the promise you made to place the Scriptures in his/her hands!


We are looking forward to the opportunity to introduce you and your child to the Bible during a three session class beginning September 16, 2012.  We will meet in the school cafeteria from 930 – 1030 AM on September 26, 23 & 30.  We will give the kids a Faith Alive study Bible – the same one used at Trinity School.


During the first session, we will take time to discover lots of special things about the Bible and look at some of the favorite accounts of Bible heroes.  You will also receive a set of Bible tabs; these will help your child find Bible verses more easily.


During the second session we will look at the New Testament and special events in the life of Jesus, our Savior and how the message of Jesus was shared in the early Christian church.


During the third session, we will discuss ways to use the Bible for family devotions.  While the children look up some passages, parents will have an opportunity to write a dedication prayer for their child that will be placed on the inside cover page of the Bible.


Parents will officially present the Bible to their child during the 11:00 AM service on October 7, 2012.


We pray you will take part in this special opportunity to grow in God’s Word with your child.  Please let us know if you can attend so we will have enough Bibles and materials.  RSVP to Judy Williams at judyw@trinityct.org or 586.463.8803.  Thanks!

In Christ,

Julian Petzold


Judy Williams


Rev. Kenneth Wise

APPENDIX Z

TRINITY LUTHERAN MOPS PROGRAM

POSITION DESCRIPTION

COORDINATOR – MOPS (MOTHERS OF PRESCHOOLERS)

RESPONSIBLE TO:  Minister to Families with Young Children

COMPENSATION:  VOLUNTEER
SPECIFIC TASKS, ACTIVITIES, EXPECTATIONS:

1. Work with church staff in arranging dates and rooms for MOPS meetings

2. Work with the Minister for Families and Adult Education to choose and order Bible study materials 

3. Recruit a steering committee (4-5 members) to:

· Set meeting dates

· Plan the yearly program;

· Secure speakers; 

· Recruit and schedule Moppets leaders

· Recruit and schedule nursery workers

4. Maintain a system for recording hours worked and submitting time sheets to the Minister for Families with Young Children/Business Manager for payment.

5. Submit bills for speakers, supplies, charter renewal, etc. to the Minister for Families with Young Children for payment through the Business Manager

6. In April of each year prepared a proposed budget for the coming fiscal year

7. Manage the MOPS finances 

8. Serve as a liaison between MOPS international and Trinity’s MOPS group

9. Ask every volunteer worker in the program to complete a Volunteer Secondary Screening Form that is kept on file by the Minister for Families with Young Children

TERM (LENGTH OR DURATION):


As desired or one year with optional renewal
TIME COMMITMENT (PER DAY, WEEK, MONTH, YEAR):


4 – 5 hours a week from September through May, as well as some hours of planning during the summer
GIFT(S) NEEDED:

· Administration – the ability to be a leader in directing and planning within the church

· Leadership – the ability to lead others in doing God’s ministry

· Giving – the ability to use time and talents to help others

· Serving – the ability to meet the practical needs of people in the church

· Posses a love for children and their families and a desire to help them grow spiritually

· Artistic – the ability to plan and teach others how to do craft projects

· Exhortation/Encouragement – the ability to encourage, comfort, and challenge others to action

· Teaching – the ability to teach the Bible to Christians 
SKILLS OR TALENTS NEEDED:

· Desire and ability to use their spiritual gifts to serve God and His people

· Enjoy working with mothers of young children and a passion to help mothers and children grow spiritually.
TRAINING NEEDED AND AVAILABLE:

· How to order materials available through MOPS International

· Coordinators of nearby MOPS chapters are listed on the MOPS website and are available to provide resources for speakers and activities 

· The Minister for Families with Young Children is another source for training and resourcing.

HOW THIS JOB CONTRIBUTES TO THE MISSION OF TRINITY:


A fully devoted follower of Jesus serves Jesus and fellow members of Trinity by using his/her time and talents.  A fully devoted follower of Jesus shares Jesus with others through their words and actions.  


Serving as a MOPS coordinator is a unique ministry with many opportunities to serve God and His church and to bring the Gospel to the unchurched and unbelieving. 

FUNDING:  
Funding for the MOPS Program comes through the Early Childhood Ministries Budget and assessments made to the participants.
APPENDIX AA
TRINITY LUTHERAN MOPS PROGRAM

POSITION DESCRIPTION
MOPPETS LEADER

RESPONSIBLE TO:  MOPS Coordinator and Minister to Families with Young Children

COMPENSATION:  VOLUNTEER
SPECIFIC TASKS, ACTIVITIES, EXPECTATIONS:

1. Plan lessons for the children using the materials provided through MOPS International.

2. Inform the MOPS coordinator of materials needed to complete the assigned projects with the children.

3. Teach MOPPETS classes.

4. Work with aides to provide a happy, Christ-centered learning environment for the children.

5. Complete a Volunteer Secondary Screening Form
TERM (LENGTH OR DURATION):


As desired or one year with optional renewal
TIME COMMITMENT (PER DAY, WEEK, MONTH, YEAR):


3 – 4 hours every other week on the day of the MOPS meeting
GIFT(S) NEEDED:

· Teaching – the ability to teach Biblical stories and concepts to children

· Giving – the ability to use time and talents to help others

· Artistic – the gift to create and help others to use their creativity
SKILLS OR TALENTS NEEDED:

· CPR and First Aid training recommended

· Love for and ability to work with young children

· Organizing and planning child and age appropriate lessons
TRAINING NEEDED AND AVAILABLE:

· Orientation from MOPS Coordinator

· First Aid and CPR training available through classes offered by the Parish Nurse
HOW THIS JOB CONTRIBUTES TO THE MISSION OF TRINITY:


A fully devoted follower of Jesus serves Jesus at home, church, and in the community using their time, talents and treasure to His glory.  


Serving as a Moppets leader is a unique way to share the Gospel message with children.  
APPENDIX AB
TRINITY LUTHERAN MOPS PROGRAM

POSITION DESCRIPTION
MOPS CAREGIVER
TITLE:  MOPS Caregiver

RESPONSIBLE TO:  MOPS COORDINATOR who is ultimately responsible to the Minister for Families with Young Children
COMPENSATION:  VOLUNTEER OR PAID
SPECIFIC TASKS, ACTIVITIES, EXPECTATIONS:
1. Work under the supervision of the MOPS Coordinator

2. Arrive on time to work on scheduled weekdays

3. Fill out a time sheet, including name; date, and start time in the Church Nursery

4. Find the appropriate basket and prepare the spray bottles used for cleaning following directions on the containers:  diluted bleach, soapy water, and water.  Make sure there are paper towels for cleaning.  Take the basket to the room ready for use.

--4 step cleaning procedure used when changing diapers

· Spray with soapy water and wipe with paper towel

· Spray with clear water and wipe with paper towel

· Spray with bleach solution

· Let dry 60 seconds.  Note:  After 60 seconds, you may wipe dry.

· Wash hands

--Tables are cleaned using the 4 step cleaning procedure prior to and following snack.

5. Make sure the room is ready for the children, e.g. equipment set out, blinds open and check thermostat. 

6. Check to see if there are snacks, juice or water, cups and napkins ready for snack; if not check with the MOPS coordinator.

7. Complete sign-in sheets for children and/or instruct parents on how to complete the form.  These are provided by the MOPS Coordinator.

8. Care for the children during the MOPS meetings.

9. Assist with clean-up following the class leaving the room in good condition and ready for use by the next group.  

--All equipment is sanitized using the diluted bleach solution.

--For those in the meeting rooms, this may necessitate moving the equipment into 

Meeting #2 and setting up large tables and chairs in Meeting Rooms 1 & 3.  .

10. Return cleaning basket to the church nursery.  Empty bottles and put them in the basket ready for the next meeting.

11. Make a note of any equipment that needs repair, items that need replacement, e.g. cleaning supplies and supplies for snacks and inform the MOPS coordinator.

12. Complete time sheet, adding the ending time and put time sheet in the appropriate folder, along with the sign-in sheets.

TERM (LENGTH OR DURATION):  

One year, from September through May, with optional renewal
TIME COMMITMENT (PER DAY, WEEK, MONTH, YEAR): 


Depends on the hours the volunteer is available and when the MOPS program is meeting

GIFT(S) NEEDED:  

· Serving – the ability to meet the practical needs of people in the church

· Posses a love for children and their need for Christ-centered care
SKILLS OR TALENTS NEEDED:

· General knowledge of childcare
· Ability to provide loving and patient childcare of infants, toddlers, and preschoolers in the Church Nursery setting

· Punctual and responsible to fulfill the work schedule agreed upon with the MOPS Coordinator.
PREREQUISITIES AND TRAINING:
· Volunteer
--fill out application form and secondary volunteer screening form and give them to the Minister for Families with Young Children

--CPR and First Aid training are recommended
· Paid
--fill out an application form, employee information packet and provide FIA clearance information as well as driver’s license and social security number for background checks.  Give these to the Minister for Families with Young Children

--Provide proof of CPR and First Aid Training
· Volunteer and Paid 
--signed job description on file with application/employee information forms
--orientation from the MOPS Coordinator

--on the job training
HOW THIS JOB CONTRIBUTES TO THE MISSION OF TRINITY:


A fully devoted follower of Jesus serves Jesus at home, church, and in the community by using his/her time talents, and treasures to His glory.


Serving as a MOPS caregiver is a special way to minister to families and their young children.  

FUNDING:  
Funding for MOPS caregivers comes through the Early Childhood Ministries Budget and assessments made to the participants.
________________________________________







Signature and Date

APPENDIX AC
Trinity Lutheran Church of Mount Clemens

Clinton Twp MI (LCMS)

Volunteer Secondary Screening Form

(for those who serve on an occasional basis for a few hours per year)

Statement of Confidentiality

This form is to be completed by all applicants for any position involving the supervision or custody of minors. This is not an employment application form. This form is being used to help our church provide a safe and secure environment for those children and youth who participate in our programs and use our facilities. The completed form will be available only to designated Trinity staff members and will be maintained in a secure file location.

Date ___________________________

Home Phone ______________________

Email Address ___________________________
Name _____________________________________________________________________



Last


First

Middle 

(Maiden)

Do you have any health condition that might put a child at risk? Yes _______  No_________

If yes, please explain _________________________________________________________

Have you ever been convicted of or pleaded guilty to a crime? Yes _________ No_________

If yes, please explain _________________________________________________________

Do you now, or have you ever, had a substance abuse problem? Yes ________ No ________
If yes, please explain _________________________________________________________

Do you use illegal drugs? Yes ________  No _________
If yes, please explain _________________________________________________________

Have you ever been charged with physical or sexual abuse of a minor? Yes ______________
No ___________

If yes, please explain _________________________________________________________



Signature ______________________________________________________
APPENDIX AD

TRINITY LUTHERAN MOMS NEXT PROGRAM

POSITION DESCRIPTION

MOMS NEXT COORDINATOR

RESPONSIBLE TO:  Minister to Families with Young Children

COMPENSATION:  VOLUNTEER

Moms Next is a new arm of MOPS International, which has been a trusted resource for equipping churches to reach out to families in their communities.  

Moms Next is a next step for many MOPS moms who outgrow preschool topics, but desire to continue being encouraged, equipped and developed in a Christ-centered environment.

Target Group:  mothers of school-age kids  (K – 6)

Needs to be met by ministry

· Support one another as Christian mothers

· Experience Christian community 

· Personal Growth

· Practical help

· Spiritual hope and growth

Ends Policies Affected

· Christian Fellowship – support one another in their Christian Life
· Growing in Christ – helping parents fulfill their role as their child’s primary spiritual nurturer.
· Serving Jesus – members have opportunity to use their strengths to help others
Ministry Staff Responsible:  


Minister to Families with Young Children

Leadership:


Coordinator:  Kelly Tapp

Mentor Mom:  Sandy Dennis

Impact on Trinity Campus

· Room for 1 mtg. a month:  4th Tuesday of each month, 7-9 pm 

· Church Nursery

Financing new group:

· Charter –no charge; it is included with regular MOPS charter

· Membership fee:  $23.95 – paid by moms

· Materials:  $ 5 per meeting – paid by moms

· Childcare:  anticipate little need; there is money in the Church Nursery budget to pay for one caregiver each month

· May request financial support from the sponsoring congregation in the future (TBD)

Meetings will include:

· Comfort Food, provided by moms

· Topics (will look for free speakers during the first year)

--Faith development of kids and parents

--homework

--money management for families and children

--work choices

--balancing family activities

--manners and how to raise thankful children

--school choices

--aging

--sex education and puberty

--bullying and choosing friends

--time management

--raising accountable kids and internet safety

--multi-intelligences of children (How Am I Smart by Kathy Koch)

--family time and dinners

--Service opportunities to the sponsoring congregation

Proposed Time Table

· Moms Next will begin Jan. 1, 2011, meeting the last Tuesday of each month from September through May.

· Success of the group will be evaluated at the end of each May

APPENDIX AD

TRINITY LUTHERAN MOMS IN PRAYER INTERNATIONAL PROGRAM

POSITION DESCRIPTION

MOMS IN PRAYER INTERNATIONAL COORDINATOR

RESPONSIBLE TO:  Minister to Families with Young Children

COMPENSATION:  VOLUNTEER

Moms in Prayer International is a Christian organization designed to provide parents with prayer resources as they meet regularly to pray for their children and schools 


Moms in Prayer International began in 1984 and has grown into a worldwide community of praying moms in every state and in more than 130 countries around the world.

Target Group:  mothers of school-age kids (PS – 6th grade)

Needs to be met by ministry

· Support one another as Christian mothers

· Experience Christian community 

· Believe that through prayer they can make a positive impact on their children’s education and their future as committed Christian young men and women

· Spiritual hope and growth

· Growing in prayer life

Ends Policies Affected

· Christian Fellowship – support one another in their Christian Life
· Growing in Christ – helping parents fulfill their role as their child’s primary spiritual nurturer.
· Serving Jesus – members have opportunity to use their strengths to help others
Ministry Staff Responsible:  


Minister To Families with Young Children

Leadership:


Coordinator:  Onalee Kliebert

Impact on Trinity Campus

· Meeting Room twice a month: the 2nd and 4th Thursday of each month for one hour, 9 – 10 am

· Church Nursery

Financing new group:

· Charter –no charge; 

· Materials:  Start up Booklet; prayer sheets

· Donations encouraged and accepted

· Childcare:  anticipate little need; there is money in the Church Nursery budget to pay for one caregiver twice a month

· May include a small amount in future Children’s Ministry Budgets

Meetings will include:

· Prayer time allowing mothers to follow along through the four steps of prayer: praise, silent confession, thanksgiving and intercession.

Proposed Time Table

· Moms In Prayer will begin Jan. 26, 2012, meeting the 2nd and 4th Thursday of each month from 9 – 10 am.

· Success of the group will be evaluated at the end of this school year and make recommendations for the future

