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Hello Prospective Saddleback Kids Leader!

I would like to welcome you to Saddleback Kids Children’s Ministry at Saddleback Church. 
We, the Saddleback Kids staff, are excited you have taken this first step in your interest to 
become a volunteer leader. We look forward to serving with you as we partner together in the 
spiritual growth of our children. It is our prayer that you truly feel called to serve these kids by 
building relationships and teaching spiritual truths that will impact their lives for eternity in a 
fun, exciting and safe environment.

Saddleback Kids has a place for you whether you like to rock out to the Edge band in 5th 
and 6th grade or rock a baby in the Nursery, welcome new families to Saddleback or teach 
children Bible stories during a Weekend service.  Perhaps your passion is to disciple kids and 
go on a mission trip through Kids Small Groups. Whatever it is that God has shaped you to 
do, Saddleback Kids has a place for you to use your gifts and abilities to invest in the lives of 
children.  

Through the process of finding out more about Saddleback Kids, you will learn about our 
ministry vision, mission and values.  This volunteer leader orientation process will also help 
you to understand why we do what we do through Biblical purposes and innovative programs.  
As we continue to work on new and creative ways to better equip you for children’s ministry, 
please feel free to contact us with any input or questions you may have that will help us to 
better assist and support you.

Our Saddleback Kids team considers it a privilege and honor to serve alongside you.  We are 
excited to meet you and to see how God is going to use your passion and gifts for children 
that will change the landscape of eternity!

Steve Adams
Steve Adams
Saddleback Kids Children’s Pastor
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GETTING STARTED

ABOUT OUR 
CHURCH
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Saddleback Statement of Faith

What We Believe

1.  In essential beliefs - we have unity.

There is one Body and one Spirit...there is one Lord, one faith, one baptism and one God and 
Father of us all...  

Ephesians 4:4-6

2.  In nonessential beliefs - we have liberty.

Accept him whose faith is weak, without passing judgment on disputable matters...Who are you to 
judge someone else’s servant?  To his own master he stands or falls...So then each of us will give 
an account of himself to God...so whatever you believe about these things keep between yourself 
and God.

Romans 14:1, 4, 12, 22

3.  In all our beliefs - we show charity.

...If I hold in my mind not only all human knowledge but also the very secrets of God, and if I have 
the faith that can move mountains - but have no love, I amount to nothing at all.

1 Corinthians 13:2 

The Essentials We Believe

1.  About God

God is the Creator and Ruler of the universe.  He has eternally existed in three persons: the Father, 
the Son, and the Holy Spirit.  These three are coequal and are one God.

Genesis 1:1,26,27, 3:22; Psalm 90:2; Matthew 28:19; 1 Peter 1:2; 2 Corinthians 13:14

2.  About Jesus Christ

Jesus Christ is the Son of God.  He is coequal with the Father.  Jesus lived a sinless human life and 
offered Himself as the perfect sacrifice for the sins of all people by dying on a cross.  He arose from 
the dead after three days to demonstrate His power over sin and death.  He ascended to Heaven’s 
glory and will return again someday to earth to reign as King of Kings and Lord of Lords.

Matthew 1:22, 23; Isaiah 9:6; John 1:1-5, 14:10-30; Hebrews 4:14, 15; 
1 Corinthians 15:3, 4; Romans 1:3, 4; Acts 1:9-11; 1 Timothy 6:14,15; Titus 2:13
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3.  About the Holy Spirit

The Holy Spirit is coequal with the Father and the Son of God.  He is present in the world to make 
men aware of their need for Jesus Christ.  He also lives in every Christian from the moment of 
salvation.  He provides the Christian with power for living, understanding of spiritual truth and 
guidance in doing what is right.  He gives every believer a spiritual gift when they are saved.  As 
Christians, we seek to live under His control daily. 

2 Corinthians 3:17; John 16:7-13; 14:16, 17; Acts 1:8; 1 Corinthians 2:12; 3:16;  Ephesians 1:13;  
Galatians 5:25; Ephesians 5:18

4.  About the Bible

The Bible is God’s Word to us.  It was written by human authors, under the supernatural guidance 
of the Holy Spirit.  It is the supreme source of truth for Christian beliefs and living.  Because it is 
inspired by God, it is the truth without any mixture of error. 
2 Timothy 3:16; 2 Peter 1:20, 21; 2 Timothy 1:13; Psalm 119:105, 160; 12:6; Proverbs 30:5

5.  About Human Beings

People are made in the spiritual image of God, to be like Him in character.  People are the supreme 
object of God’s creation.  Although every person has tremendous potential for good, all of us are 
marred by an attitude of disobedience toward God called “sin.”  This attitude separates people from 
God and causes many problems in life.

Genesis 1:27; Psalm 8:3-6; Isaiah 53:6a; Romans 3:23; Isaiah 59:1, 2

6.  About Salvation

Salvation is God’s free gift to us, but we must accept it.  We can never make up for our sin by self-
improvement or good works.  Only by trusting in Jesus Christ as God’s offer of forgiveness can 
anyone be saved from sin’s penalty.  When we turn from our self-ruled life and turn to Jesus in faith, 
we are saved.  Eternal life begins the moment one receives Jesus Christ into his life by faith.

Romans 6:23; Ephesians 2:8, 9; John 14:6; 1:12; Titus 3:5; Galatians 3:26; Romans 5:1

7.  About Eternal Security

Because God gives us eternal life through Jesus Christ, the true believer is secure in that salvation 
for eternity.  If you have been genuinely saved, you cannot “lose” it.  Salvation is maintained by the 
grace and power of God, not by the self-effort of the Christian.  It is the grace and keeping power of 
God that gives us this security.

John 10:29; 2 Timothy 1:12; Hebrews 7:25; 10:10, 14; 1 Peter 1:3-5
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Saddleback Kids Volunteer Leader Requirements

Our church requirements to become a leader in Children’s Ministry:

1.  Must have attended Saddleback Church for at least six months.

2.  Must have a personal relationship with Jesus Christ and have been baptized by immersion as a   
     symbol of your faith.

3.  Must be members of Saddleback Church:

 •  Children (Grades 5-6):  Do not need to be members, but must attend Baptism Class.
 •  Junior High/High School Students and Adults:  Must have attended CLASS 101 and signed   
     the Membership Agreement.   

4.  Must attend worship service in addition to serving in ministry.  Being part of a Small Group is   
     encouraged, as well.

5.  Must attend a Saddleback Kids New Leader Orientation, including filling out a New Leader    
     Application and meeting the application requirements.

Next steps to becoming a Children’s Ministry leader:

1.  Email sent to the church staff.

2.  Interview will be scheduled with a Saddleback Kids staff member at which time you will receive:

 •  Yearly leadership theme materials 
 •  Saddleback Kids T-Shirt

3.  Fingerprinting and background check.
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Introduction to 
Children’s Ministry
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Our 
Mission
We are a Purpose Driven Ministry

The Children’s Ministry at Saddleback Church aligns with the five purposes of the 
church.

Where Does The Church Get The Five Purposes? 

The Great _______________________________________

“Teacher, which command in the law is the most important?” Jesus answered, “Love the Lord 
your God with all your heart, soul and mind.” This is the first and most important command. And 
the second command is like the first: “Love your neighbor as you love yourself.” All the law and 
the writings of the prophets depend on these two commands.
Matthew 22:36-40 (ICB)

The Great ________________________________________

So go and make followers of all people in the world. Baptize them in the name of the Father and 
the Son and the Holy Spirit. Teach them to obey everything that I have told you. You can be sure 
that I will be with you always. I will continue with you until the end of the world.
Matthew 28:19-20 (ICB)

Statement:     Purpose:
Love the Lord your God   Worship
Love your neighbor    Serve
Go and make followers   Share (Bring/Go)
Baptize them     Belong
Teach them to obey    Grow
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Our Mission 
Statement

The Children’s Ministry at Saddleback Church is called “Saddleback Kids.”  Our 
mission statement clearly defines the five purposes of Saddleback Church.

Mission Statement:

Our ministry exists to bring children into age 
appropriate WORSHIP where they can BELONG 
to the family of God, GROW in their relationship 
with Christ, learn to SERVE and then go SHARE 
Christ in the world!
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Connecting Kids to 
God and Others.

Our 
Vision 

  •  Winning kids to Christ
  •  Growing kids spiritually

  •  Every kid connects with      
     another kid
  •  Every kid connects with  
     a leader
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Our 
Team Values

SADDLEBACK KIDS TEAM VALUES
Our team values are the “guide” we use to make daily decisions and impact how we influence or interact 
with each other.

1.  Safety and Security – Protecting children is our number one value!

 If one of these little children believes in me and someone causes that child to sin, then it will be  
 very bad for that person. It would be better for him to have a large stone tied around his neck   
 and be drowned in the sea.  Matthew 18:6 (ICB)
 
 “In God we trust, all others must be screened.” - Steve Alley

2.  Teamwork – Serving together lightens the load and strengthens the heart.

 Two are better than one, because they have a good return for their work: If one falls down, His   
 friend can help him up. But pity the man who falls and has no one to help him up!  Also,    
 if two lie down together, they will keep warm. But how can one keep warm alone? Though   
 one may be overpowered, two can defend themselves. A cord of three strands is not quickly   
 broken.  Ecclesiastes 4:9-12 (NIV)

 “None of us is as smart as all of us!” - Ken Blanchard

3.  Adaptability – Being flexible in a changing culture or environment for the sake    
      of the team and the big picture.
 
 Dear friends, God is good. So I beg you to offer your bodies to him as a living sacrifice, pure and  
 pleasing. That’s the most sensible way to serve God. Don’t be like the people of this world, but   
 let God change the way you think. Then you will know how to do everything that is good   
 and pleasing to him. Romans 12:1-2  (CEV)

 “Adaptability is not mindless conformity.  It’s a conscious decision to make purposeful    
 adjustments for the greater good.” - Steve Adams
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SADDLEBACK KIDS TEAM VALUES

4.  Relevance – Being aware of your culture and being willing to adapt in order to  
       effectively communicate and connect with your audience.

 …Yes, I try to find common ground with everyone, doing everything I can to save some.
 1 Corinthians 9:22 (NLT)

“Relevance is not about gadgets, toys or even technology. It is a big picture process of 
discovering and implementing what connects with your audience. Always adapting the method 
while never tampering with the message.” - Steve Adams

5.  Shepherd Leadership – Leading others in the leadership style modeled   
       by Christ.

 He cared for them with a true heart and led them with skillful hands.  Psalm 78:72 (NLT)

 “Shepherd leadership is selfless leadership demonstrated through authentic love and   
 competent aptitude.”  - Steve Adams



13© Copyright Saddleback Church, June 2016 Rev A

OUR TEAM PRINCIPLES

A___________________

Working together in unity and harmony toward a common purpose.

“Agreement is not the key to progress. The key to progress is alignment. When uniquely 
gifted  people make the conscious decision to set aside differences of opinions and 
preferences and focus their energy toward a single objective, that team has alignment and 
will move forward.” 

I_______________________

A deliberate action with targeted focus on a pre-determined objective.

“Randomness will keep you stuck in the mud of mediocrity while intentionality creates the 
traction you need to get moving.”

M_____________ __________________

The ability to see the “big picture.”

“Being mission minded is the awareness that my part is just that…a part. There are other 
parts that are just as necessary. Regardless of the perceived level of contribution, each part 
plays a vital role in the mission.” 

Our Team 
Principles
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Who is our audience?  It is people! Understanding our target 
audience allows us to be more effective in ministering to children.

The Community - Children who are committed to being uncommitted 
They attend occasionally, two or three times each year.

The Crowd - Children who are committed to weekend attendance
They enjoy church and want to attend regularly on the weekend.

The Congregation - Children who are committed to weekend and to a small group
They are in fellowship with one another.

The Committed - Children who are committed to spiritual growth
They are growing in their relationship with Christ.

The Core - Children who are committed to service 
They are serving Christ.

The Commissioned – Children who are committed to sharing Christ 
They share Christ with those around them and participate in a mission trip. 

Our 
Target Audience
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Our Saddleback Kids pathway is designed “on purpose” to develop Christ-like character in children.

Mission + Audience = Pathway

Our 
Pathways

 Purpose: Share - “Bring”
  Summer Events
  Blocktober

 Purpose: Worship
  Weekend Services
  Child Dedication Class
  Baptism Class
  Child Dedication Service

 Purpose: Belong
  Baptism
  Children’s Membership
  Kids Small Groups (Children’s 101)

 Purpose: Grow
  Communion
  Spiritual Disciplines
  Kids Small Groups (Children’s 201)

 Purpose: Share - “Go”
Mission Fair
Global PEACE Mission Trips
Kids Small Groups (Children’s 401)

 Purpose: Serve
  Ministry Fair
  Local PEACE Mission Trips
  Kids Small Groups (Children’s 301)
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Our Saddleback Kids
Volunteer Leaders
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We believe children will return each week not because of the programs but because of the 
relationships formed with - YOU - our volunteer leaders.  This is why we ask for an every week 
commitment.  Saddleback Kids’ ministry is built on people not programs!

Junior Leader (Grades 1 through 4)
• Must serve with a parent in the classroom
• May serve only with 3 year olds through Kindergarten
• May sit on the floor and play with the children, but may not pick up or hold children

Youth Leader (Grades 5 through 8)
• May serve without a parent
• May serve with children no closer than four years (grades) their age and no younger than New
  Walkers
• May sit on the floor and play with the children, but may not pick up or hold children

Student Leader (Grade 9 through age 17)
• May serve without a parent
• May serve with children no closer than four years (grades) their age and no younger than Crawlers
• May sit on the floor and play with the children, but may not pick up or hold children

Adult Leader (18 years and above)
• May serve in any area

Coach (21 years and above)
• Must have served at least six months in a classroom.
• Staff recommendation and Coach interview is required.
• Must attend all Coaches meetings.

Worship Leader (Grade 3 through adult)
• Must attend a New Leader Orientation
• If in grades 3-6, they must serve in the children’s worship service they attend (i.e. MVP or Band).
• If they desire to also serve in the classroom as a weekend or Kids Small Groups leader, they must     
  follow the Saddleback Kids leader guidelines. 

Our
Leaders
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Listed below are some of the many ways you can be a part of the Saddleback Kids team:

Weekend or Kids Small Group Volunteer Leader
• Worship Leader
• Musician (Band)
• Classroom Leader
• Large Group Emcee
• Coach (must have served in a classroom for at least 6 months)

Children’s Information 
• First Impressions Greeter
• Information “Boat” Leader
• Saddleback Kids Booth Leader (event information, ticket sales, etc.)

Office Volunteer
• Resource Room Prep for Weekend, Kids Small Groups or Special Events
• Office Help (filing, answering phones, etc.)

Technology
• Web Design
• Graphic Design
• Multimedia Production/ProPresenter

Disabilities Ministry
• Sign Language Interpreter
• Weekend Disabilities Classroom Leader
• Special Events

Special Events
• Set Up Crew
• Tear Down Crew
• Production Volunteer
• Decorating 

Camps
• Counselor
• Program Planning

Curriculum Development
• Photography
• Videography
• Curriculum Writer
• Actor
• Drama and Puppets
• Translator

Missions/Outreach
• Mission Project Leader
• Children’s PEACE Trips (Local & Global)
• Translator
• Prayer Team

Our 
Opportunities
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Greet, Meet, Take a Seat!
Our vision statement, Connecting Kids to God and Others, begins in the classroom.  Kids 
come for relationships.  Relationships are built through connecting.  The Classroom Connection 
helps volunteer leaders feel more connected to the kids, the families, their volunteer teammates 
and to the Children’s Ministry in general.  The Classroom Connection will allow leaders to use 
their personality, gifts and the abilities God has given them to minister to kids more effectively.  
Result? Kids come back for more!

Greet! “Hi, welcome to Saddleback Kids!  We are happy you are here!”

This is the first impression of the Classroom Connection!  The class greeter is an adult leader 
who checks children in and out of the classroom each week.  They should be comfortable 
interacting with parents and children alike.  They must have a warm heart, a big smile and 
a welcoming personality.  As parents and children arrive at a Saddleback Kids program, we 
want their first impression to be a positive one.  A confident and composed leader can calm an 
anxious child and an apprehensive parent.  

Meet!  “Come on in!  Let me show you around!”

Once a child is checked into the classroom, a leader will meet them at the door as they enter.  
This leader will help them feel comfortable by involving them in the environment.  They will help 
each child find a learning center, game or an activity where the child can make connections with 
other children and leaders in the classroom.  This leader has the ability to recognize the needs 
of each child and has an enthusiastic spirit!  

Take a Seat!  “What do you do for fun?  Check out this cool new game!”

These outgoing leaders are making connections by networking and building lasting 
relationships.  They are the leaders who love to play games with the kids, participate during 
worship and encourage kids to be interactive with each other.  It is an important role because 
this is the lasting impression the child has as they leave the program.  Did a leader ask me my 
name?  Did a leader ask me to come back next week?  Did a leader care enough to invest in my 
life?  

The Classroom
Connection
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Our desire is to equip you for success in your ministry to children.

•  Weekly Ministry Connect
    The staff coordinator for each specific area of ministry will send a weekly e-mail to their   
    ministry team.  This will include the class lesson for each week, any current or upcoming   
    ministry news and a word of encouragement.

•  Weekly PRE-Game (30 minutes before serving)
    A weekly message from our team to encourage and lead you.

•  High Five
    A video message from Pastor Steve to encourage you and expand on our yearly emphasis.

•  Yearly Children’s Ministry Summit
    Each year at our Children’s Ministry Summit, Pastor Steve will kick off a new ministry emphasis  
    and theme for the next year.

 •  Yearly Emphasis Pin
         A little reminder for you of our yearly ministry emphasis to keep on your lanyard.

 •  Summit Link
         If you happen to be joining our team after our yearly Children’s Ministry Summit, we   
     will provide you with a web link so you can receive the exact same message the team
     received from Pastor Steve.

•  Saddleback Kids T-Shirt
    You will receive a Saddleback Kids T-Shirt to help identify you to parents as part of our team.

Our 
Training Plan
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SAFETY & 
SECURITY
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Nametag
Once you have finished the Saddleback Kids new leader orientation process you will 
receive your nametag and be placed in a classroom. You may not enter any classroom 
without this nametag. If you forget your nametag the day you are serving, you will need to 
wear a temporary replacement nametag during your time of service. You may obtain this 
temporary nametag from the coordinator or coach of your area and it must be returned at 
the end of your service that day.

Each Saddleback Kids leader is required to wear their Saddleback Kids nametag as a 
means of identification that they are authorized leaders in the room. If someone enters 
your room and says they are a parent or are from another church and “just want to look 
around,” please direct them to the Children’s Ministry information area. Do not allow 
unauthorized individuals in your classroom. If you have any questions about someone 
entering your class, contact a coach or someone from the Saddleback Kids staff. 

For safety purposes, we do not permit people to wander around the children’s areas 
unattended. Because of the size of our ministry and campus we depend on you to assist 
us in making Children’s Ministry a safe environment for all our children. Anyone wandering 
around the Children’s Ministry Center without a Saddleback Kids nametag should be 
reported immediately to a Saddleback Kids staff person or coach.

New Leader Security Process

SADDLEBACK

KIDS

All Saddleback Kids staff can be identified by 
their black nametag lanyard.  We can identify 
the number of years a volunteer has served 
in Saddleback Kids by the following:

Blue Lanyard – Served 1-4 years
Green Lanyard – Served 5-9 years
Gold Lanyard – Served 10-14 years
Burgundy Lanyard – Served 15-19 years
Platinum Lanyard – Served 20+ years

Super Kids & Super Teens       Leaders   Kids
Coaches Needed:                        2
Child Ratio:   2 children per 1 leader. Max 8 per room  7 Classes 28    56
    Super Kids/Teens Service Maximum   7 Classes 30    56 

Nursery Birth - Age 2         Leaders   Kids
Coaches Needed:                     3
Nursery Ratio:  2 children per 1 leader. Max 14 per room 2 Classes 14      28
Crawlers Ratio:   3 children per 1 leader. Max 12 per room  4 Classes      16          48
New Walkers Ratio:  4 children per 1 leader. Max 16 per room  3 Classes      12            48
Toddlers Ratio:   5 children per 1 leader. Max 16 per room 3 Classes        9            45
2’s Ratio:   6 children per 1 leader. Max 18 per room 5 Classes 15      90
     Birth - Age 2 Service Maximum             17 Classes    69        259

Age 3 - Kindergarten         Leaders   Kids
Coaches Needed:                        3
3’s Ratio:    7 children per 1 leader. Max 21 per room  5 Classes      15        105
4’s Ratio:   8 children per 1 leader. Max 24 per room 5 Classes 15   120
5’s Ratio:    8 children per 1 leader. Max 24 per room  3 Classes        9             72
Kindergarten Ratio:  8 children per 1 leader. Max 24 per room 5 Classes      15         120
    Age 3 - Kindergarten Service Maximum  18 Classes    57         417

Grades 1-3          Leaders   Kids
Coaches Needed:                        3
Grade 1 Ratio:  10 children per 1 leader. Max 30 per room 5 Classes 15   150
Grade 2 Ratio:   10 children per 1 leader. Max 30 per room  5 Classes      15         150
Grade 3 Ratio:  15 children per 1 leader.     Extreme 10   150
    Grades 1-3 Service Maximum    11 Classes    38         450

Grades 4-6           Leaders   Kids
Coaches Needed:                        3
Grades 4-6 Ratio:  15 children per 1 leader.     Edge  30   450
    Grades 4-6 Service Maximum               33         450

    Maximum per Service                     227                1632
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Super Kids & Super Teens       Leaders   Kids
Coaches Needed:                        2
Child Ratio:   2 children per 1 leader. Max 8 per room  7 Classes 28    56
    Super Kids/Teens Service Maximum   7 Classes 30    56 

Nursery Birth - Age 2         Leaders   Kids
Coaches Needed:                     3
Nursery Ratio:  2 children per 1 leader. Max 14 per room 2 Classes 14      28
Crawlers Ratio:   3 children per 1 leader. Max 12 per room  4 Classes      16          48
New Walkers Ratio:  4 children per 1 leader. Max 16 per room  3 Classes      12            48
Toddlers Ratio:   5 children per 1 leader. Max 16 per room 3 Classes        9            45
2’s Ratio:   6 children per 1 leader. Max 18 per room 5 Classes 15      90
     Birth - Age 2 Service Maximum             17 Classes    69        259

Age 3 - Kindergarten         Leaders   Kids
Coaches Needed:                        3
3’s Ratio:    7 children per 1 leader. Max 21 per room  5 Classes      15        105
4’s Ratio:   8 children per 1 leader. Max 24 per room 5 Classes 15   120
5’s Ratio:    8 children per 1 leader. Max 24 per room  3 Classes        9             72
Kindergarten Ratio:  8 children per 1 leader. Max 24 per room 5 Classes      15         120
    Age 3 - Kindergarten Service Maximum  18 Classes    57         417

Grades 1-3          Leaders   Kids
Coaches Needed:                        3
Grade 1 Ratio:  10 children per 1 leader. Max 30 per room 5 Classes 15   150
Grade 2 Ratio:   10 children per 1 leader. Max 30 per room  5 Classes      15         150
Grade 3 Ratio:  15 children per 1 leader.     Extreme 10   150
    Grades 1-3 Service Maximum    11 Classes    38         450

Grades 4-6           Leaders   Kids
Coaches Needed:                        3
Grades 4-6 Ratio:  15 children per 1 leader.     Edge  30   450
    Grades 4-6 Service Maximum               33         450

    Maximum per Service                     227                1632

Leader / Child Ratios
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General Safety Reminders:

1. Never be alone with a child.

2. Classrooms may not be opened until at least two adults are checked in.

3. A married couple counts as one person for opening a classroom.  They must serve with another adult  
    leader in the room at all times.

4. The following rules apply to parents who wish to enter a classroom for the purpose of acclimating their  
    child to the environment:

 • Only one parent at a time.
 • There must be an adult leader in the room with the parent at all times.
 • The parent may be in the room for a maximum of ten minutes.
 • After ten minutes kindly ask the parent to step out of the room.

5. Visitors are not permitted in or around the Children’s Ministry Center during services unless escorted  
     by a Saddleback staff member.

Restroom Safety Reminders:

1. Male leaders may not change diapers.

2. Male leaders may not take any child to the restroom.

3. The restroom must be clear before allowing a child to enter. Ask adults who wish to enter the            
     restroom to please wait until all children have exited the restroom. 

4. Female leaders must leave the stall door open if it is necessary to enter to help a child.

5. Ages 2–Pre-K: One child at a time in classroom restrooms. Minimal or no adult assistance.

6. Kindergarten–Grade 3: Children must be accompanied to the restroom by a female adult leader.      
    The leader must take no less than two and no more than four children to the restroom at one time.

7. Grades 4-6: Children may go to the restroom without an adult leader; however, they must always go  
    in groups of two.

Leader Safety 
Reminders
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Leader Safety 
Reminders

Not only is safety and security our number one value for our children, but it is for our leaders and 
staff as well!  Here are a few guidelines to ensure safety for our children and leaders while providing 
ways for our leaders to show affection to our children without compromising their integrity:

Hug- Hugging a child is a natural response when children seek affection.  

 •  If a child runs to a leader for a hug, the “catch and release” method is preferred.  Quickly  
    give a hug and release from the hug gently.  

 •  Side hugs are most appropriate.  Instead of a body to body front hug, a side to side hug will 
              not be misunderstood and be just as effective.

High five- High fives are a great way to show encouragement to a child and a fellow leader.  

 •  It is a great expression to say, “Way to go!”

 •  Children as young as 12 months can learn how to high five.

Handshake- Handshaking is a friendly way to greet someone, especially for the first time.

 •  A handshake with the right hand and cupped with the left is a more personable greeting.

 •  Any child older than second grade should politely be discouraged from holding their leader’s
              hand.  A child who is just learning to walk and toddling around may need the help of their
              leader’s hand for stability.  This is perfectly acceptable.  A child as old as second grade may
              desire to hold the hand of their leader.  We would ask that it be a female adult leader only.  

Hold- Some children seek to be held by a leader as a form of security or affection.

 •  A child over the age of two years should not be held unless it is an emergency for their 
              transport.  Piggy back rides are not permitted.

 •  There is a difference between holding an infant under the age of two years and hugging an 
              older child.  Infants will need more attention.  If holding a baby is necessary for their comfort
              and safety, we require the leader to be an adult of 18 years and older.  

 •  If a child seeks sitting on the lap of the leader, we ask the leader to gently place the child 
              directly next to them and away from their lap.

H4  
Hug • High five • Handshake • Hold
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Lost Parent
We created our environment to be fun for children.   Sometimes a child has so much fun, they become 
distracted and may get separated from their family.  If this happens, the parent will most likely go 
to a volunteer in the classroom for help.  Please notify a Saddleback Kids coach or staff member 
immediately and they will connect with the lost parent!  We have a procedure for finding the missing 
child and connecting them with their family, which will allow our volunteers to stay focused on the kids 
in their classroom.  

Campus Lockdown
If for some reason the Saddleback Kids area needs to be secured, your Saddleback Kids coach or 
staff member will ask you to lock your classroom doors.  Once the doors are locked, wait for further 
direction. See page 34 of this manual for lockdown procedures.

Recognizing Signs of Child Abuse
If, while serving with Saddleback Kids, you suspect or recognize child abuse, please report what you 
suspect or recognize to your Saddleback Kids staff coordinator immediately.  Child abuse can be 
recognized in four ways: 

• The abuse is stated verbally to you by a child.
• The abuse is received in written form by a child (i.e., prayer request).
• You personally witness abuse to a child.
• Signs of abuse are evident on a child (i.e., bruises, burns, etc.).

Photography/Video Policy
For security purposes, photographs may not be taken of children participating in a Saddleback Kids 
event, whether on site at one of our campuses, or off site for special events. Photographs may not be 
posted on personal social media websites such as Facebook, Instagram, etc.  Photographs/videos 
may be taken and posted on the Saddleback Kids websites by Saddleback Staff if:

• The photos are related to a Saddleback Kids event that requires a previously signed permission 
slip including parental approval for photo/ videos to be taken and used for Saddleback Kids 
purposes  (IE:  Summer Events, Kids Small Groups, Mission Trips, etc.)

• Signage is posted that clearly states that photography/video will be taken of children during the 
Weekend Services.   These photos/videos will only be taken by approved PICS volunteers or SK 
Staff.  

If you observe someone taking photos of children, please let your coach or coordinator know so that it 
can be addressed with the individual. 

Leader Safety 
Reminders
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Well-Child Environment

To help keep our Saddleback Kids environment healthy, we have instituted the following Infectious 
Disease Policy.

Standard Precautions for All Staff and Volunteers
1. Gloves must be worn before touching or cleaning surfaces affected by blood and bodily fluids.  

(Gloves can be found in each diaper changing area in the Nursery Building, in the restrooms in the 
Age 2 – 5 classrooms, under the sinks in the Kindergarten – Grade 2 workrooms and in the First 
Aid kits located in the Extreme and the Edge.)   Hands must be washed immediately after removing 
gloves.

2. All wounds on volunteers or children that have not formed a scab must be covered.

3. Toys soiled by saliva must be washed in a germicidal solution after each use.  

4. All contaminated cleanup materials, including gloves, shall be disposed of in a sealed plastic trash 
bag and placed in a larger trash bag out of reach of children.

5. Every table is to be wiped down with a disinfectant wipe after each service.

Church Precautions
1. Children with uncovered sores or aggressive biting behaviors will be returned to their parents or 

guardians.

2. In the best interest of children, staff and volunteers, we request that individuals with a contagious 
illness refrain from participating in Saddleback Kids ministry until symptoms are gone.  Symptoms 
include:

• Fever above 100 degrees (must be normal for 24 hours prior to participation.)
• Discharge from ears or eyes (Pink Eye)
• Skin lesions that blister
• Undiagnosed rashes
• Vomiting or diarrhea lasting several hours during the past 24 hours
• Excessive signs of cold, tiredness, sore throat, runny nose, sneezing or coughing – any  

highly contagious disease such as chicken pox.

Chronic Illnesses
If a chronic illness such as Hepatitis, Tuberculosis or HIV/AIDS is reported to you by a parent or child, it 
does not preclude a child from being involved in a Saddleback Kids program.  However, please notify a 
Saddleback Kids staff member so we may care for the child appropriately.

Well Child Environment
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Minor Injuries can be treated with a little tender loving care, a cool cloth and a Band-Aid. Small 
First Aid kits are available in each work station. There are also well-stocked First Aid kits in each 
Children’s Ministry Center kitchen area and in the office in the Plaza Building. When a child is treated, 
please complete an “Ouch Report” and have your coordinator or another staff member sign the report 
(a copy of an Ouch Report is on the following page. Ouch Reports are in duplicate. Please have the 
parent sign the Ouch Report and give the copy to the parent and the other to your coordinator or 
coach. When the parent arrives, please let them know what happened. A staff member will follow up 
with the parent, if necessary, the following week.

It is important to remember that we are not authorized to dispense any over the counter or prescription 
medications. In the event a child needs more attention than we can provide, please notify your 
coordinator or coach and the parent will be notified. In more serious circumstances, the Saddleback 
Church’s Health Care team will be called.

Serious Injuries involving broken bones, convulsions, fainting, unconsciousness or other serious 
bodily injury should be treated as follows:

1. Do not move the injured child. 

2. Stay calm and assure the child while another team leader cares for the other children in your class.

3. Have another team leader find a coach, coordinator or staff member for assistance. 

4. Staff members will call the Health Care team or, if necessary, they will call 911. Please DO NOT call  
    911 from your room. This call should only be made by a Saddleback Church staff member.

5. The staff member will contact the parent and take over the situation so you may return to the   
    classroom.

6. A staff member will contact you with updates of the child’s condition. You may be asked to give    
    information to assist the staff in reporting the incident.

Medical Emergencies



31© Copyright Saddleback Church, June 2016 Rev A

Ouch Report
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Date:     Time:

Child’s Name:

Room #:

Description of incident:

Care provided for your child:

 

 We feel your child is OK

 Your child was seen by the Health Care Ministry

 Further medical attention is advised

Leader’s Name:

Parent’s Name:

Phone #:

Staff Signature:
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Please follow the procedures below in the event a child, required to carry an Epi-Pen, checks into a 
classroom:

1. Every child requiring an Epi-Pen must have this information, along with their specific allergy, 
recorded in their Staffnet Connection record. If this information does not print out when checking 
in, please encourage each parent to update this information in Staffnet Connection by going to 
the Information Boat in the Reef lobby on the weekend or contacting the church office during the 
week.

2. When a child checks into a classroom with their Epi-Pen, the parent must sign a “Release and 
Waiver” form. These forms can be found at each computer check-in station in the Children’s 
Ministry Center and in the Nursery Building. A signed form must be included with the Epi-Pen  
each time a child checks into the classroom.

3.  After check in, the child must wear the nametag stating such allergies and that an Epi-Pen is        
 necessary.

4. The Epi-Pen will be stored by the leader in a designated area and returned to the parent upon 
check out.

5. In the event the child has an allergic reaction and it is necessary to administer an Epi-Pen, a staff   
member will immediately call 911 and then radio Security and the Saddleback Health Care team.
Only licensed Healthcare Professionals may administer an Epi-Pen.

6. If, based on the information available to Saddleback Church at the time, it appears there is   
insufficient time to wait for emergency services or a trained Healthcare Professional, then the 
Release and Waiver form signed by the parent or guardian would authorize Saddleback Church 
staff or volunteers to administer the Epi-Pen to the child.

Epi-Pen Procedures
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Release and Waiver of All Claims
To Administer an Epi-Pen and

To Provide Additional Emergency Medical Services

I, the undersigned parent, parents or legal guardian of____________________, 
a minor (hereafter referred to as “My Child”), do hereby voluntarily release and 
agree to hold harmless Saddleback Valley Community Church and its officers, 
directors, employees, volunteers, agents and affiliates (hereinafter referred to 
collectively as “SVCC”) from any and all losses, damages and claims of any kind 
that may arise from SVCC administering the Epi-Pen or any other emergency 
medical services to My Child. Pursuant to this agreement, I understand that in 
consideration for SVCC agreeing to administer the Epi-Pen and other necessary 
emergency medical services, I am knowingly and willfully agreeing to waive all 
claims I or My Child may have against SVCC.

_____________________________________  _______________________________
Parent Signature      Date

Epi-Pen Release Form
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Emergency Lockdown

LOCKDOWN PROCEDURE FOR SK LEADERS

1. Announce to the children in your classroom that the Lock Down procedure has begun and proceed 
to the assigned safety areas.

2. Be calm, clear and concise in your instructions to your children as well as your team.
 • Lock outside doors.
 • Move children to middle workspace and have them sit down.
 • Turn off computer and pick-up attendance roster.
 • Turn off lights in classroom and workspace.

3.  Contain all people within your area of the CMC until Law Enforcement and/or Saddleback Security  
     has physically approved Post Lockdown Procedure.

NEVER ACCEPT A “CLEAR TO RELEASE” DISMISSAL OVER THE RADIO.

Lock Down Safety Areas:

CMC 3rd Floor: The Edge
 • Storage Closet, Pre-Game Room, A/V Tech Closet

CMC 2nd Floor: The Extreme
 • Storage Closet, Stage Closet, A/V Tech Closet, Kitchen.

CMC 2nd Floor: Outside Classrooms
 • Storage Closets / Changing Rooms, Laundry Room and Workspace Areas

CMC 1st Floor: The Reef
 • Storage Closet, Radio Closet, Production Closet, A/V Closet and Kitchen

CMC 1st Floor: Outside Classrooms
 • Storage Closet #221 / Changing Rooms, Dish Washing Room and Workspace Area

Plaza Room 102
 • Resource Room (video central, study room, aisles without windows)

Playground Areas
 • Move children to rooms adjacent to the playgrounds.
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General Classroom 
Evacuations

FIRE

1. Read and understand the evacuation route for your classroom, which is posted at the exit door of   
each room.

2. Before evacuating, count the number of children in your class. Carry your roster book and be sure      
all of the children in your class are accounted for. Take attendance when you arrive safely to your   
evacuation destination.

 • Infants through toddlers: Place children in cribs and roll them to your designated evacuation   
   area.

 • Ages 2-K: Use ropes from the Emergency Evacuation Box in your storage area to lead   
             children out of the room. Preferably one rope for every leader with four to six children.

 • Grades 1-6: Have children line up and follow as a group to your designated evacuation area.   
   Children must stay with their class.

3. Once evacuated, please wait for further instructions from a member of the Children’s Ministry staff.

4. Please stay with your group at all times. Do not leave to go retrieve your own children, to obtain first 
    aid or for any other reason. First aid will be brought to you if needed.

5. Do not release children to their parents (for ALL ages) during the evacuation process. Parents       
    may walk with you, but children may only be released after you have arrived at your designated                 
    location and attendance has been taken. Release children to their parents after you have been   
    given permission from a member of the Children’s Ministry staff.
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General Classroom 
Evacuations
EARTHQUAKES

1. If you are indoors during an earthquake, direct students to “drop, cover and hold on.” Get under 
a desk, table or bench. Hold on to one of the legs and protect your head and neck. If there is no 
table or desk nearby, sit down against an interior wall.

2. For babies, crawlers and toddlers: At the first sign of an earthquake, quickly cover the babies/
crawlers/toddlers with either cribs, mattresses or your body ensuring that the children have room 
to breathe, but are protected from any falling debris. If there is little or no damage to your room, 
please remain in the room until you receive instruction from a Children’s Ministry staff member. If 
instructed to evacuate, place babies in the evacuation cribs and quickly leave the room following 
the evacuation route located near your door.

3. Pick a safe place where things will not fall on you, away from windows, bookcases or tall, heavy 
furniture.

4. It is dangerous to run outside during or after an earthquake because of debris. Stay where you 
are until you know it is safe or have been given instructions from an Children’s Ministry staff 
member.

5. If you are outside when the earthquake occurs, stay outside and move to an open area away 
from buildings, trees and power lines. Have the children crouch down and cover their heads. 
Many injuries occur within 10 feet of the entrance to buildings.

6. Wait in your safe place until the shaking stops, then check to see if you are hurt. You will be 
better able to help others if you take care of yourself first.

7. Move carefully and watch out for things that have fallen, broken or are creating hazards. Be 
ready for aftershocks.

8. Do not evacuate unless given instruction to do so by a Children’s Ministry staff member. 
Remember to only use the stairs when leaving the building – do not use the elevator.

9. Be on the lookout for fires. Fire is the most common earthquake related hazard.
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