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Children’s Christian Education Leader’s Manuel  

Westminster Presbyterian Church of Austin, MN  

 

Thank you for serving as a Children’s Christian Education Leader! 

You are in a vital area of our church’s ministry-never doubt for one second that your hard work and 
dedication have a powerful impact on the lives of your kids and on the Kingdom of God. 

I encourage you to read through this handbook carefully.  This packet will explain everything you need 
to know.  If you still have questions, don’t hesitate to ask. 

 

Cynthia Goskeson 
christianed@westminsteraustin.com 
433-3258 

 
   We challenge you as a person of faith  
    - To study God’s word daily 
    - To pray that God’s grace may abound in the lives of your learners 
    - To worship regularly 
    We challenge you as a teacher 
     -To extend the love of God in the classroom by being sensitive to 
       individual needs; 
     -To prepare for the lesson coming the next Sunday; 
     -To make use of the extra materials available to you to enhance and  
       create excitement for learning. 
    In return, we promise 
      -To support you with prayer; 
      -To share in your struggles and rejoice in your successes; 
      -To help when you need it and have materials for your classrooms. 
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The Christian Education Experience 

 
Each week’s lesson is organized around a Bible Story. Here’s what we do with that story – 
 
Music Time-Kids gather for about 20-25 minutes for kids’ choir rehearsal first.  
 
Large Group Gathering Time – Kids gather for 5-10 minutes at the beginning of Sunday Christian 
Education in a  multi-age setting to greet one another, sing a theme-related song, introduce the day’s 
Bible Story and have energetic talk or activity. 
 
Classroom Time – After the Large Group Gathering Time, kids are dismissed to their individual classes to 
focus on the day’s lesson with age-appropriate activities. The shape of each lesson has three steps – 
Storytelling, Active Faith, and Wrap Up. 
 

Storytelling: This section introduces kids to a story or short passage in Scripture.  
Usually kids are encouraged to participate in or discuss the story. Older kids have an  
opportunity to read the story from their Bibles, too.  
Active Faith: This section invites kids inside the life of the Bible Story so they can  
smell, touch, taste, see and hear the world described in Scripture. The goal is to engage the  
kids’ imaginations and foster creative engagement with the Bible Story.  
Wrap Up: This is the ‘so what?’ section, where we invite kids to take what they  
learned in the Bible Story and translate that experience to their own lives. 
 

During the week – Kids are also encouraged to use Take Home Sheets, which provide an easy-to-use 
guide for using the Bible on their own (Or with their family’s help).  Take Homes are synchronized with 
Sunday Christian Education lesson plans, so the lessons learned on Sunday are reinforced in our kids 
throughout the week.  
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Lesson Plans  
 
This year we are using a curriculum called SPARKS Online Rotation. If you’ve taught with us before, you’ll 
notice that this curriculum is very similar to the curriculum we’ve used previously.  Each lesson follows a  
3 step formal (and closes with a closing prayer time) –  
 
Step 1: Storytelling – Once kids return to the classroom from opening assembly, you basically read the 
story to them or (for older kids) read the story with them from the Bible. This is like the introduction to 
the story. Snack may be eaten at this time while reading is being done.  
  
Step 2: Active Faith – activities to help kids explore the story. This time is where the cooking, drama, 
games, movie, computer, art and music activities are in motion. 
  
Step 3: Wrap Up – activities to help kids respond and apply to the story. Closing Prayer is also done at 
this time.  We also ask that you please include the Bible memory verse at this time if you haven’t already 
incorporated it in the lesson.  
 
Class Groupings: Pre-K ages 3 (before Sept 1st) – 5 years old, Kindergarten-2nd grade and 3rd-5th grade. 
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Pedagogical Rationale 
(A fancy way to say “Why are we doing it this way?!”) 

 
Our Sunday Christian Education format has our primary goal in mind; to introduce kids to the God of 
Scripture so they can begin to form a life-long relationship with Jesus Christ.  
 
Here are some of the key emphases of our format:  
Encouraging multiple learning styles. Kids learn in a variety of ways, so we utilize a lot of different 
teaching methods to encourage creative engagement with Scripture. In any given week kids might be 
encouraged to explore the Bible through music, dramatic play, the computer, arts and crafts, games, 
dialogue and discussion, etc., so that every child has an opportunity to encounter God.  
 
Community-based learning. All kids learn the same theme and Bible Story at the same time, so there is 
a much greater opportunity for conversation – siblings or friends in different classes can talk to one 
another about what they learn and continue thinking about the lesson long after Sunday Christian 
Education is over.  
 
Furthermore, the age-integrated Gathering Time and Family Night activities allow kids to see 
themselves as part of a much larger learning community.  
 
Extended learning. Spiritual formation is not a one-hour-per-week activity. In fact, the bulk of a child’s 
education about character, morality and spirituality takes places in the ‘normal’ spaces of everyday life 
– at home, in school, watching TV, etc. With that in mind, we structure our lessons so we can give 
parents the tools to extend opportunities for learning and growth outside Sunday Christian Education. 
We synchronize our lessons with tools for parents – like Take Homes and Family Nights – so they have 
the opportunity to become active partners in their child’s spiritual formation.  
 
Focus on Scripture. We use the Bible as the core of our lesson content so kids can grasp the spiritual 
realities of Scripture without a lot of gimmicks, games and distractions to dilute the message. Each 
season takes kids on a journey though Scripture – they will learn both the Old Testament and the New 
Testament stories – so they can become familiar with all the different parts of the Bible.  
 
Additionally, Take Homes encourage kids to read Scripture on their own so they can directly interact 
with the Word of God.  
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Our Expectations of You 
 

Show up for your scheduled rotation, please. If you need to be absent for any reason, please arrange 
for a substitute to teach your class or ask for me to help with that.  
 
A list of approved substitutes will be provided to you by the beginning of the school year. Contact Cinde 
Goskeson christianed@westminsteraustin.com or 433-3258 church if you have trouble finding a 
substitute.  
 
Be on time, please. You should be ready to welcome kids as they arrive for the opening gathering, so 
plan to give yourself enough time to open your room, gather supplies and set up your room before they 
begin to arrive. We recommend you arrive at least by 10:45 or 10:50 each week. Please meet your class 
from the large group gathering. 
 
Greet students as they arrive. Although students will gather in the assembly area before they come to 
your class, you should still make an effort to greet kids and chat with them as they arrive. Every child 
who comes through our doors should feel like they are known and loved by their Sunday Christian 
Education teacher.  
 
Keep good records. Attendance sheets are delivered to your classroom each week. Please take time to 
fill it out accurately. If you have a visitor, make sure you write his/her name on the attendance sheet 
and make a special effort to welcome the parents.  
 
Recognize birthdays. Please acknowledge the student’s special day by checking your student list 
regularly. 
 
Serve the snacks.  Some of our children who attend are very hungry and don’t get breakfast.  Please be 
aware of some children’s food allergies and to ask if they can eat the snack.  It’s not necessary to 
provide a snack for your class – we will have snacks each week or if Cooking is the class, they will have 
whatever they are making. 
 
Music will begin at 10:30 a.m. for age 3-5th grade for a short time.  Pre-K-2nd grade meets in the Music 
Room and 3-5th grade will meet in the Chapel. 
 
Bibles are encouraged to be brought be students 3rd grade and up for their class.  There are Bibles 
located in each room if needed. 
 
Bible verse memory should be done weekly.  Please refer to your list for each rotation. 
 
Pray every week. Every Sunday Christian Education class session should end with prayer. Develop a 
routine or ritual so the kids can grow into prayer. Never force a child to pray out loud, but always give 
the invitation.  
 
Use the Take Home sheets. Students receive take-home sheets once per season, and they help students 
remember, explore and apply the Bible stories they learn in your class. Encourage them to make use of 
their Take Home sheets every week! 
 

mailto:christianed@westminsteraustin.com
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Dismissal of students should not be before 11:45 unless a parent is there to take them or all other 
classes are done also. We will not ring the bell as in the past. Please watch the time.  There are games 
available if needed if your class is finished early.  Please do not allow children to leave without a parent. 
 
Communicate with parents. Make an effort to speak to every parent at pick up time. Encourage kids to 
show off their craft projects or ask them to tell their parents about the theme and Bible Story for the 
day. Brag on your kids, and tell the parents how great it is to teach their child.  
 
Stay with your class. Never leave children alone without an adult. Stay with your class until all of your 
students have been picked up by their parents.  
 
Be prepared. Your lesson plans are available to you in advance of class time, so please plan ahead and 
make sure you have read them over.  All your supplies and materials will be prepared and provided 
before class starts.  
 
Improvise, if you wish, but stay on-theme. If you don’t like something in your lesson plan, you may 
change it. Just make sure you use the Bible Story for the week and relate it to the season’s theme. We 
also recommend you follow the basic lesson structure.  
 
Repeat the theme. Repeat the theme. Repeat the theme. Take every opportunity to repeat the 
season’s theme with your class. It may be tedious to you, but repetition is a key learning strategy for 
children. Encourage your class to say the theme out loud several times during Sunday Christian 
Education each week.  
 
Ask for help. Your fellow Sunday Education leaders and I want to help you if needed. If you need 
something, ask, please. 
 
In case of medical emergencies, do what you can to protect children from immediate danger, call for 
help and REMAIN CALM.  
 
Have fun! Your kids will enjoy learning if you act like you enjoy teaching. But if you get grumpy, you may 
have a class misbehave. 
 
Be Safe. Know and live by the guidelines spelled out in our Code of Conduct policy.  
 
 Standards for Positive Behavior 

Acts of Kindness Covenant is the plan for disciplinary response by everyone here at 
Westminster.  Signs are posted in each classroom and each student are to sign and return this 
Covenant early in the year.  Please follow the guidelines on the Covenant for a student in need 
of discipline. 

 
Please discourage children from inappropriate language, discussion and touching others.      
Remind them of respecting each other. 

 
Always model the type of behavior you expect from children. If you lose your temper, they will too.  
Learn and use kids’ names. Children are much more responsive when they feel like you love them 
enough to call them by name.  
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As much as possible, praise positive behavior and ignore negative behavior. Kids want attention from 
you and their peers – show them that positive behavior is the best way to get noticed.  
When negative behavior can’t be ignored, try redirecting their energy towards something more 
constructive. Give the child a special project or have a super-helper work one-on-one with the child.  
Consistently use positive language and focus on desired behavior when giving instructions. Say, “Let’s 
share our crayons with each other” instead of “Stop being selfish and keeping all the crayons for 
yourself”.  
 
Find ways to reward kids who model exceptional behavior. Verbally thank a child for good behavior, or 
reward him/her with special jobs (such as being a line-leader).  
 
Give kids an overview of what your time together will look like. Remind them that wasting time on 
distractions will cost them time having fun!  
 
Encourage kids to cooperate and work together on projects. Teach them to respect others by sharing, 
taking turns and communicating instead of acting out.  
 
Don’t play favorites. Interact with every child in your class and don’t let anyone monopolize your 
attention. If you want kids to be fair with each other, you have to model fairness with them, too. 
  
Volunteers: Background checks and involvement with Westminster for all volunteers. 

a. As required by insurance and approved by Session and a standard policy, we will be 
implementing background checks for all adults who work with children and youth. Protect 
My Ministry is a respected company who will perform this action. Your personal identity is 
protected and information will not be shared with anyone. You, the volunteer, will enter 
your personal information on a secure website before you begin volunteering. The church 
does not have access to your information. This measure is being taken to protect everyone.  
Please go to the site before you teach and enter your information. 
https://www.ministryopportunities.org/WesminsterPMN 

 
b. As required by insurance, all persons volunteering to work with children and youth will be 

involved with Westminster Presbyterian Church for at least six months prior to volunteering. 
 

Code of Conduct 
 
1. WPC Children’s Ministry Staff including Christian Education Director, Nursery Staff, Children’s 
Church Staff, teachers, and all volunteers will not verbally, emotionally, physically or sexually abuse 
children or make sexual advances or sexual activity of any kind between any adult and a child or youth. 
 
2. WPC Children’s Ministry Staff and all volunteers will not discipline children by use of mental or 
emotional injury, physical punishment or cause injury to a child or youth by failing to provide the 
necessities of care.  
 
3. WPC Children’s Ministry Staff and all volunteers may use physical restraint only in situations 
necessary to protect the child or others from harm.  
 
4. WPC Children’s Ministry Staff and all volunteers will provide proper supervision and exercise 
sound judgment in providing a safe environment at all times. 

https://www.ministryopportunities.org/WesminsterPMN
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5. WPC Children’s Ministry Staff and all volunteers will avoid situations during WPC programs 
where they would be alone with a single child and cannot be observed or monitored by others.  As 
adults supervise children, they should space themselves so that other adults can see them.  
 
6. WPC Children’s Ministry Staff and all volunteers are encouraged to observe the two adult policy 
and open door suggestion in their interaction with children and youth at all times except in emergency 
situations.  
 
7. WPC Children’s Ministry Staff and all volunteers will respect the rights of children and youth not 
to be touched in ways that make them feel uncomfortable, and their right to say “no.”  Adults will 
discourage children from touching others in an inappropriate manner.  
 
8. WPC Children’s Ministry Staff and all volunteers will implement the Classroom Discipline 
guidelines as outlined in the “Acts of Kindness Covenant”. No physical punishment or verbal abuse is to 
be used at any time. 
 
9. WPC Children’s Ministry Staff and all volunteers should release children only to the authorized 
parent, guardian, or other individual authorized by the parent or guardian. 

a. If person in charge does not know person who is picking up child, they should: 
i. Discreetly ask child if they know this person. 
ii. Introduce yourself as the teacher (or person in charge, whatever may be the 
case) and say something to the affect, “I’m sorry I don’t recognize you or know you.  
Please tell me about yourself.”  This will open dialogue. 

 
10. Using, possessing, or being under the influence of alcohol or illegal drugs, or being impaired by 
legally prescribed drugs during church working hours or church-sponsored programs, is prohibited. 
 
11. Carrying any type of weapon is prohibited. 
 
12. Smoking is not allowed in the church building.  Smoking or use of tobacco during church 
programs is prohibited.  
 
13. Profanity, inappropriate language or jokes, and any kind of harassment in the presence of 
children or parents are prohibited. Possessing or accessing obscene or pornographic materials at any 
congregational activity are prohibited as well. 
 
14. WPC Children’s Ministry Staff and all volunteers will not share inappropriate details of their 
personal life or ask children to share inappropriate details through any form of communication – 
written, verbal or electronic.  
 
15. WPC Children’s Ministry Staff and all volunteers will not dress provocatively. 
 
16. WPC Children’s Ministry Staff and all volunteers will be expected to act and treat people with 
Christian love and understanding in all situations.   
 
17. WPC Children’s Ministry Staff and all volunteers will portray a positive role model for minors by 
maintaining an attitude of respect, loyalty, patience, courtesy and maturity.  
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18. WPC Children’s Ministry Staff and all volunteers are required to report to the Pastoral Staff or 
Christian Education Director any circumstances that under this policy affect their ability to work with 
children and youth. 
 
Safety Procedures 
 
Our congregation believes that children and youth are a gift of God to the whole of the human 
community. They are an integral part of the community contributing to its worship and ministry. It is in 
the church that children and youth receive nurture and hear the good news of God's love and 
protection. Therefore, the church must strive to provide safety and security for children and youth as 
well as for the adults to whom they are entrusted. 
 
 This policy is intended: 

• To be faithful to our baptismal vows as we seek to welcome children and remove  
               stumbling blocks.  
• To provide a safe and secure environment for children and youth at Westminster 
               Presbyterian Church (hereinafter referred to as “WPC”). 
• To protect children and youth from sexual, physical, and emotional abuse while  
               participating in WPC activities. 
• To provide a mechanism to deal with reported concerns and subsequent actions. 
• To guide WPC as an institution in the conduct of its employees and volunteers and  
               prevent incidents and allegations of child abuse. 
• To protect adult volunteers and employees from unwarranted allegations of child abuse. 
 

Safety of children- 
It is the responsibility of all persons having contact with children participating in church programs to 
promote the emotional and physical safety of the participants giving regard to all factors and 
circumstances known to them. If in their opinion, an unsafe condition exists, such persons shall 
immediately take appropriate precautions under the circumstances to protect all children. Nothing 
contained in any other church policy, procedure or instruction shall be construed to relieve persons 
having contact with children from this responsibility. 
 
Accidental Injuries to Children- In the event that a child or youth is injured while under our care, the 
following steps should be followed: 

• For minor injuries, scrapes, and bruises, workers will provide first aid (Band-Aids, etc.) as  
              appropriate and will notify the child’s parent or guardian of the injury at the time the  
              child is picked up from our care. 
• For injuries requiring medical treatment beyond simple first aid, the parent and/or  
               guardian will immediately be summoned in addition to the worker’s supervisor. If  
               warranted by circumstances, an ambulance will be called. 
• Once the child has received appropriate medical attention, an incident report will be  
               completed in the case of injuries requiring treatment by a medical professional. 

 
Restroom Procedures –  
 Please do not take a child into the restroom by yourself.  If it is a very young child, take them to the 
nursery for Lisa Tapp to help or find the parent or Christian Education Director. 
 
• If the child can help themselves, you may walk them to the restroom and wait outside the door. 
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• If the child is older elementary, they may use the restroom by themselves.   
 
 
 
Visibility – 
Interaction between children and youth and volunteers and employees should be conducted in ways 
that promote visibility by others and remove the opportunity for secrecy and isolation.  
 
Two Adult Guideline - 
Whenever possible, teachers will be assigned in teams of two or more per Sunday Education hour to 
every class of children or youth. Concerted effort will be made to recruit sufficient numbers of volunteer 
teachers to permit such team teaching. In certain situations a roving person who is free to enter and exit 
the classrooms at will, may serve as the second person. If an adult needs to leave a class or activity with 
a child, that person shall inform another adult or nearby teacher. Other church sponsored or community 
groups of children or youth who meet at the church should have two or more leaders present whenever 
possible.  
 
Employees and volunteers are encouraged to avoid any situation in which they could be alone with 
children and youth or out of sight of others except in emergency situations.  This is to protect children 
against situations in which abuse may occur, and adults against false accusations of child abuse. 
 
Any Employee, Staff Member or Volunteer who observes any one of the Codes of Conduct, should 
follow the Incident Reporting directions. 
 
Incident reporting  
The person making a report should determine if the situation is an immediate threat to the child, if so: 
 
1. Personally secure the safety of the child or youth. 
2. Do not leave the child or youth alone to report the incident. 
3. Report the incident immediately to the Pastor or the Christian Education Director  
4. Do not personally confront the alleged or accused violator of the policy. 
5. Complete a Confidential Incident Report and deliver it to the Pastoral Staff or the Christian  
              Education Director. 
6. Report abuse and neglect to local authorities as required by law. 
 
Written Report after immediate threat is no longer a problem or is a non-immediate threat: 
 
• The name and address of the child. 
• The name and address of the person responsible for the care, custody, or welfare of the child. 
• Any other pertinent information concerning the alleged or suspected abuse or neglect. 
 
 
Incident Reporting of Allegations –  
Allegations of misconduct should be reported to Pastoral Staff and Children’s Ministry Staff as soon as 
possible.  These members will respond appropriately.   
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Reporting and Responding to alleged child abuse or neglect Reporting policy - 
It is the policy of the church to report any incident of child abuse or neglect toward any child in the 
church. 
  
• Do not treat any suspicion as frivolous. 
• Notify your supervisor immediately to commence the investigation right away. 
• Cooperate fully with law enforcement officials if deemed necessary. 
• In an instance where child abuse is confirmed, the church will immediately dismiss the worker 
               from their position. Termination will be considered appropriate in the circumstances. 
• Information will be confidential.  
 
Reporting obligation - 
Any person having cause to believe that a child’s physical or mental health or welfare has been or may 
be adversely affected by abuse or neglect must report on the person’s behalf. Non-accusatory reports, 
that identify the victim whether or not the person responsible for the abuse is known, must be made to 
the local or state law enforcement agency as follows: 
 
• An oral report must be made immediately on learning of the abuse or neglect. 
• Notify the pastor as quickly as possible. 
• A written report must be made within five (5) days to the same agency. 
• All reports must contain the name and address of the child, the name and address of the person 
               responsible for the care of the child and any other pertinent information. 
• The oral and written reports are required by law. This entire reporting policy is required as a  
               condition of employment for both paid and volunteer workers. 
 
Confidentiality - 
All reports of child abuse or neglect shall be held in absolute confidence. No person shall communicate 
any information concerning the alleged event to any person except as necessary to cooperate with any 
official investigation. 
 
Training for Adults – All employees, church officers and volunteers who work with children and youth 
are required to attend a training session and sign the relevant documents regarding child and youth 
protection.  WPC will offer yearly training opportunities to those who wish to attend.  This training will 
include the following.  
 
• The need for a Child Protection Policy 
• Definition of child abuse 
• Pre-conditions for child sexual abuse to occur 
• Definition of inappropriate conduct 
• Church policies governing working with children and youth 
• Two adult policy 
• Open door policy 
• Restroom policy 
• Procedures for reporting allegations and/or concerns regarding child and youth protection 
              issues 
• Procedures for responding to allegations and/or concerns regarding child and youth protection  
              issues 
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Possible Signs of Child Abuse and Neglect 
 
Physical Abuse 
• Frequent injuries such as bruises, cuts, black eyes, or burns, especially when the child cannot adequately  
                explain the cause 
• Frequent complaints of pain without obvious injury 
• Burns or bruises in an unusual pattern that may indicate a human bite, cigarette burns, or the use of an  
                instrument on the face, arms, or palms 
• Lack of reaction to pain 
• Fear of going home or seeing a parent 
• Injuries that appear after the child has not been seen for several days 
• Unseasonable clothes that may hide injuries to the arms or legs 
• Reluctant about sitting down; unable to hold a pencil 
• Evidence of poor self-concept 
• Complaints of beatings or other harsh treatment 
• Chronic runaway 
 
Sexual Abuse 
• Physical signs of sexually transmitted disease 
• Evidence of injury to the genital area 
• Pregnancy in a young girl 
• Difficulty in sitting or walking 
• Extreme fear of being alone with members of the opposite sex 
• Exhibits sexually suggestive or promiscuous behavior 
• Knowledgeable about sexual relations 
• Reports sexual assault 
• Complaints of pain or itching in genital area 
• Unusual odors from genital area 
• Drawings or writings with strong, often bizarre sexual theme 
• Suicide attempts 
• Regressed, clingy behavior 
• Poor peer relationships 
• Declining grades 
• Abrupt change in behavior 
 
Emotional Abuse 
• Speech disorders 
• Habit disorders 
• Conduct disorders 
• Developmental lags 
• Delinquent behavior 
• Overly adaptive behavior 
• Substance abuse 
 
Neglect 
• Obvious malnutrition 
• Dirty hair and body/offensive body odor 
• Habitually dressed in torn and dirty clothes 
• Obvious fatigue and listlessness 
• Unattended for long periods of time 
• In need of glasses, dental care, or other medical attention 
• Begs for or steals food 
• Abnormally short or underweight for age 


