
MARANATHA CHURCH 
 

THRIVE TOTS HANDBOOK 
 
We’re glad that you have shown interest in joining one of our Ministry Teams. Please take a 
few minutes to carefully read the Thrive Tots Handbook before making your commitment. 
Please contact a Thrive Director if you have any questions or concerns. We are here to help 
you find your place in ministry.  
 
MARANATHA MISSION   
Sharing the gospel and our lives as well. 
1 Thessalonians 2:8 “We loved you so much that we were delighted to share with you not 
only the gospel but our lives as well, because you had become so dear to us.” 
 
THRIVE TOTS VISION AND PURPOSE 
Deuteronomy 32:2 (NLT) “ 2 Let my teaching fall on you like rain; let my speech settle like 
dew. Let my words fall like rain on tender grass, like gentle showers on young plants.” 
 
Our purpose is to faithfully and enthusiastically share the gospel and our lives with 
Maranatha’s children, by providing a safe and engaging environment in which children may 
learn about Jesus, grow a meaningful relationship with Him, and share His love with others. 
 
I. WHO WE ARE:  THRIVE CHILDREN’S MINISTRY TEAM   
 

Thrive  
 

I. ThriveTots – Nursery and Preschool Program 
● Director – Andrea Smallwood 

 
II. ThriveKids  – Early Elementary Program (K -3rd Grade) 

● Director – Lisa Baker 
 
III. FOUR56 – Older Elementary Program (4th – 6th) 

● Director – Lisa Baker 
 
IV. Thrive Check In Crew – Thrive Student Check In & Information Booth 

 
 
II. HOW TO GET INVOLVED:  STEPS TO JOIN THE THRIVE CHILDREN’S MINISTRY  

 
A. Fill out the Thrive Volunteer Application and turn it in to the church office.  
B. Read the Handbook and agree to follow the guidelines.  
C. Complete a background check.  
D.  Complete interview Leadership 
E. Complete training with the Director 

 



III. THRIVE TOTS VOLUNTEER POLICIES 
 

A. SCHEDLUING 
The director will create a monthly schedule, allowing for schedule requests to 
be made through Planning Center Online.  The schedule will be provided at 
least a week before the new month.  Volunteers will receive a reminder email 
prior to the scheduled week.  Confirmation is always requested to ensure 
proper classroom coverage. 

 
B. ARRIVAL & DEPARTURE  

▪ Team members must arrive 30 minutes before the start of the service (9:30 am) 
and remain until the classrooms have been cleaned.   

 
C. ABSENCES  

If you cannot serve on a scheduled date, it is your responsibility to contact 
Carrie Wages with a replacement. If you are planning on going on vacation, 
give her notice before the schedule is made. This can be done by blocking 
out dates on Planning Center Online.  
 

D. SECURITY TAG SYSTEM  
▪ Maranatha has a security tag system for the safety of the children. Children 

cannot be released without the security tag that matches the child’s nametag. 
Do not release children to siblings. Parents must be the ones to pick up the 
child. If someone suspicious tries to take a child without the security tag, 
contact the Director or Pastor.  

 
E. FIRST AID  

▪ The First Aid Kit is kept in the K1 classroom cubbies.  
▪ Team members are not to administer medication of any kind.  
▪ CPR and choking procedures are also kept at the Booth.  
▪ If a parent has notified Maranatha that their child has a food allergy, it will 

appear on the child’s nametag and will be documented on the roster.  
 

F. CHILD PROTECTION  
▪ There should ALWAYS be at least two adults/volunteers present with a child.  
▪ All adults need to be cautious of their interactions with the children so that 

nothing could ever be misconstrued as inappropriate.  Never touch a child in 
any area that would be covered with a bathing suit.  

▪ Only female volunteers are allowed to change diapers or assist children in the 
bathroom. When in the restroom, give children as much privacy as possible, 
while providing adequate supervision. 

▪ If you observe another Thrive Team member showing inappropriate 
expressions of affection, inform the Director and Pastor.  

 
 

G. REPORTING CHILD ABUSE  
▪ If you suspect that a child has been abused, molested, or severely neglected, 



bring it to the attention of the Director or the Pastor.  
 

H. INCIDENT REPORTS  
▪ If an incident occurs, such as a child being accidentally hurt, Incident Report 

forms must be completed by the teacher, signed by a parent, and given to the 
Director. Incident Report forms are in the class plan book.  

 
I. EVACUATION ROUTE  

▪ In the event of an evacuation, children are to line up holding on to the 
Evacuation Rope located in the marked box in each classroom, with an adult 
leader in the front of the line and an adult in the back of the line.  There is also 
a flashlight available in the same box. 

▪ The teacher in the rear should ensure that no children are left in the bathroom 
or classroom and close all doors. 

▪ The lead teacher must take the class roster to ensure that all children are 
accounted for and that no one is left inside.  

▪ Proceed through the door immediately outside of the Green & Blue Rooms, 
through the storage area door towards the back lot. DO NOT GO TOWARD 
FOUR56 as all of the people from the sanctuary and Thrive Kids Classes will 
be exiting that way.   

▪ Cross the parking lot and find a safe area, take roll, and wait for parents to 
pick up their children.  Do NOT let parents pick up their children during the 
evacuation. 

▪ If there is a fire and smoke, crawl low. 
▪ Be sure to maintain a calm demeanor throughout and reassure the children. 

 
J. TRAININGS & CLASS MEETINGS  

● All team members should attend classes and meetings offered by the church 
for ministry training, fellowship, and inspiration.  

 
K. DRESS CODE  

▪ Volunteers should dress comfortably and modestly. Please wear your 
Maranatha Thrive T-shirt, as this will identify approved volunteers to parents.  

 
L. CHILD WELLNESS  

▪ Children are not to be in the classroom if they have had any of the following 
symptoms in the past 24 hours: fever, diarrhea, vomiting, consistent coughing 
or sneezing, colored nasal discharge, any discharge from the eyes, lice, or any 
communicable disease manifesting in a rash.  

▪ If a volunteer has had any of the above symptoms within 24 hours of your 
scheduled time with children, it is preferred that you try to find a replacement 
for your scheduled day.  

 
 

M. THE MESSAGES  
▪ Each team member who serves during the service is encouraged to listen to 

the missed message online. 



 
 
IV. THRIVE TOTS VOLUNTEER RESPONSIBILITIES 

A. ALL TOTS VOLUNTEERS 
▪ ALL VOLUNTEERS ARE EXPECTED TO ARRIVE BY 9:30 to receive early 

arrivals. 
▪ Volunteers are responsible for maintaining an accurate classroom roster 

sheet, which should show the number of children present in each room 
during Sunday mornings. In the event of an emergency, the roster will be a 
vital tool in accounting for the children.  

▪ Each classroom will be stocked with snacks by the Director. If any class 
runs low, please notify the director to restock or you can find the snacks 
and waters under the yellow table in the K/1 classroom.  

▪ If there are any conflicts or issues that arise of any kind, please report them 
directly to the Tots Director or to the Pastor.  Do not share information 
about any conflicts with others. 

 
B. NURSERY/YELLOW ROOM VOLUNTEERS 

▪ As the babies are being dropped off, volunteers should solicit as much 
information as possible to meet the needs of each baby.  Such information 
could include: When did baby last eat?  Will baby need a bottle at a certain 
time?  Is there anything that baby finds soothing?  Does baby have a 
favorite toy or lovey?  Can baby snack on Cheerios?  If baby starts to cry, 
what might help?  Do you want us to get you if baby doesn’t calm down 
after a certain time? 

▪ Volunteers should be on the floor interacting with the babies as much as 
possible during the duration of the morning.  One volunteer should always 
maintain an eye on the group while another is tending to individual needs 
like diaper changing or bottle feeding.   

▪ If a baby is inconsolable and distressed, do not allow him/her to cry for 
long.  Send one volunteer to find the parent and request that they return to 
the nursery.  Do not remove the baby from the room for any reason. If a 
baby is just a little unhappy and complaining, try to distract him/her for as 
long as possible with toys, music, bubbles, books, snacks, etc.   

▪ If at any time it seems more help is needed, please find the director or 
someone else who can provide extra helping hands. 

▪ If age appropriate: Provide a snack time of Cheerios or Graham Crackers 
and a drink, using the cups that parents sent in or the small water cups. 

▪ Be sure to change each baby before dismissal time, even if only a little wet.  
We want all the babies to go home dry and happy. 

▪ Throughout the morning, try to place toys that have been mouthed in the 
Dirty Toys bin, along with any used or soiled linens. 

▪ After the babies have left, please: 
o Wipe down all of the used toys with the Clorox wipes, including the 

swings, high chair, and rocking chairs, riding vehicles, and larger 



toys. Smaller toys are sterilized regularly. 
o Return the toys to their proper boxes or places 
o Empty the garbage/diaper genie into the larger cans in the cafe or by 

the water cooler 
o Vacuum the rug, moving any furniture necessary (vacuums are found 

in the cleaning closet in the Thrive hall) 
o Turn off the light and close the door 

 
C. GREEN and BLUE ROOM LEAD TEACHERS (Please read the Assistant’s 

section, too) 
▪ The teacher’s and assistant’s number one priority is to maintain a safe, 

happy, and positive environment, in which the children feel loved, valued, 
and encouraged.  

▪ The director will provide lesson plans the week prior and the Prep Squad 
will prepare all needed materials and supplies.  The teacher is expected to 
LEARN the lessons in advance so that they can be presented smoothly and 
effectively.  It might be necessary to rehearse the bible story and the Song 
of the Month, which will also be provided. 

▪ Teachers and assistants will need to ready the room by pulling the table(s) 
from the wall, placing the chairs around, and setting up the first activity of 
the morning.  Please check to be sure you have enough snack supplies and 
replenish from the Thrive K/1 classroom if necessary. 

▪ Allow the children some free play time during arrival, and then have a clean 
up time to remove the toys when it is time to begin the lessons.  Volunteers 
should encourage the children to help with cleanup and also teach the 
children that all the toys have a proper place.   

▪ Young children are often more willing to change from one task to another 
(for example, playing to cleaning up) if they are made aware ahead of time 
that the transition is coming.  It is often helpful to give a “five-minute 
warning” before beginning cleanup.   

▪ The teacher will lead the lessons and Bible story, while the assistant helps 
to manage and engage the children or tends to those who are uninterested.  

▪ Teachers will need to communicate with the Assistant throughout the 
morning, asking for specific help so that the activities and lessons go 
smoothly and behaviors are well managed. 

▪ The lead teacher should always remain with the children, while the 
assistant goes to get parents of inconsolable or replenish needed supplies. 

▪ Upon the completion of all the lessons, more free-play time can be given or 
library time is also an option until parents arrive.  Again, the children need 
to take part in cleaning up the toys or books and leaving the room neat.  It 
might help to assign two or three children to one specific area or toy.  Do 
not allow children to use any cleaning solutions or supplies. 

▪ Teachers and assistants should make sure that all children are either 
changed into a dry diaper or take a potty break before dismissal time.  
Please share that information with parents when they arrive for pick up. 



▪ During dismissal, the assistant will help manage the children while the 
teacher greets parents at the door. Teachers should share a little bit about 
the morning with parents and pass out any take home materials. 

▪ After the children have left, teachers AND assistants need to work together 
to accomplish the following cleaning tasks: 

o Stack chairs & wipe down the table 
o Wipe down all of the used toys with the Clorox wipes 
o Return the toys to their proper boxes or places 
o Return all the materials and supplies to the materials box 
o Empty the garbage into the larger cans in the hall and re-bag the can 
o Vacuum the rug, moving any furniture necessary (vacuums are found 

in the cleaning closet in the Thrive hall) 
o Turn off the lights and close the door 

 
D. GREEN & BLUE ROOM ASSISTANTS (Please read the Lead Teacher’s section, 

too) 
▪ The assistant’s role in each classroom is to support the lead teacher in any 

way necessary.   
▪ During free time, the assistant can interact with the children to entertain 

and engage them, while also managing behaviors so that the classroom is 
happy and safe. 

▪ During lessons, the assistant can help gather the children, maintain focus 
by positioning him/herself closely to active children, redirecting children’s 
attention, and removing any distractions. 

o If there are children who do not want to participate in lessons, the 
assistant will help supervise those children while also keeping them 
from creating too much distraction. 

▪ Female assistants can help with diaper changing and potty breaks. 
▪ During dismissal, the assistant will help manage the children while the 

teacher greets parents at the door.  
▪ Assistants need to help with the cleaning responsibilities (listed in the Lead 

Teacher’s section) before leaving. 
 
E. YOUTH HELPERS ( Approved & Trained 4th through 8th Graders) 

▪ Youth helpers can act as assistants (please read that section, too) in any 
classroom, but they must be given permission from the Tots Director. 

▪ Youth Helpers may not pick up children or change diapers, but may hold 
babies or children while sitting on the floor or in a rocker. 

▪ Youth Helpers should not engage the children in rough housing or 
inappropriate indoor play. 

▪ Lead Teachers have the right to ask Youth Helpers to return to their 
parents if they are not adding value to the classroom or behaving 
appropriately.   

 
 



A. THRIVE TOTS CLASSROOMS 
A. NURSERY- 6 Weeks to 2 Years 

▪ The babies are loved on and played with in a soothing environment 
▪ The teachers will work with crying babies as long as they are not in distress 

or distressing other babies 
▪ Snacks are provided for those who are old enough. Please check with 

parents when they drop off their children.  
▪ Bottles will be given if parents request so 
▪ All diapers are changed before dismissal 

 
B. GREEN ROOM- 2 and 3 Year Olds  

▪ This is a more structured classroom with scheduled activities, including a 
Bible story, related activities, a memory verse, worship time, and free play 

▪ Snacks are provided 
▪ Potty break is encouraged 

 
C. BLUE ROOM- 4 and 5 Year Olds 

▪ The most structured of the classrooms 
▪ Scheduled activities include a Bible story, related activities, a memory 

verse, worship time, prayer time, and a little free play 
▪ Snacks are provided 
▪ Potty break is offered 

 
 
VI. MEETING THE NEEDS OF BABIES AND TODDLERS  

A. DIAPER CHANGES  
A. Children should have their diaper checked at least once during a service. If the 

diaper is soiled, change it according to our Diaper Changing Policy.  
 
DIAPER CHANGING POLICY  

o Only women are permitted to change diapers. 
o There should always be at least two volunteers in the classroom. 

Volunteers should be able to see each other at all times, including 
during diaper changes.  

o Diapers are to be changed on the nonporous mat and covered by a 
disposable cover. Throw the cover away and clean the mat with 
antibacterial solution after each diaper change.  

o Disposable gloves need to be worn and thrown away after each diaper 
change.  

o Remove baby’s diaper, fold, and place in a plastic bag in a covered 
diaper pail.  

o Use disposable cleansing cloths to gently cleanse folds and creases of 
diapered area.  

o Put on fresh diaper and cloth the baby. If the clothing was soiled, put 
on clean clothing. Place the soiled clothing in a plastic bag for the 
parent to take home. 



o Notify the parents about what time the baby was changed.  
o Diaper pails must be emptied after each service and thoroughly 

cleaned.  
o Extra diapers are provided by the church in case a parent does not 

provide any for his/her child. The extra diapers can be found under the 
changing table/dressers, and extra pull-ups are available in the Green 
Room. 

 
B. TOILET TRAINING  
 If a child is being toilet trained, request that the parent bring the child in 

diapers or disposable training pants along with an extra set of clothing. 
Provide regular potty breaks and encourage the child.  

 
C.  FEEDING A BABY A BOTTLE  

Only feed a baby a bottle the parents provide. Make sure the bottle has been 
labeled with the child’s name.  
 

▪ Sanitize hands before feeding a baby.  
▪ Hold the child in a slightly upright position while holding him or her in your 

arms.  
▪ Tilt the bottle so the nipple is always full.  
▪ Burp the baby after feeding using a cloth the parent provided or a paper towel. 

 
Note: Provide a quiet place for a nursing mother to nurse their baby. Please 

encourage nursing moms to use the Nursing Room.  
 

D.  FEEDING SNACKS TO TODDLERS  
▪ Only feed a baby snack if the parent has given permission.  
▪ Use hand sanitizer or pre-moistened towelettes to clean a child’s hands before 

eating.  
▪ Place a clean paper towel on table for kids snack plate. 
▪ Give each child a drink box or bottle. 
▪ Observe children as they eat. Make sure they do not share drinks or food.  

 
E. COMFORT  

▪ Babies like routine and familiar faces. Do things as consistently as possible. 
▪ Talk to children in a quiet, soothing voice.  
▪ It is often helpful to squat or kneel so you are eye level with young children. 
▪ When moving a child, don’t rush. Talk to them and tell them what you are 

going to do.  
▪ Speak in positive terms. Instead of “Don’t take that toy away from him!” say, 

“Let’s play with this toy instead.”  
 
 
VII.  SAFETY PRECAUTIONS 

A. INSPECT THE ROOM BEFORE CLASS  
▪ Look for potentially dangerous objects on the floor or furniture.  



▪ Be sure all electrical outlets are covered with safety plugs.  
▪ Be sure all cords are out of reach of children.  
▪ Confirm that all cleaning supplies are put away out of the reach of children.  
▪ Throw away any broken toys or toys that are inappropriate for babies and 

toddlers. All toys need to be large enough so they can’t be swallowed.  
 

B. USE OF TOYS AND LINENS  
● Wash and disinfect any toys used by children. Use the bleach towelettes.  
● Wash and disinfect any furniture or equipment that was used.  
● Leave any dirty linens or smaller dirty toys in the Dirty bin. 

 
VIII. CLASSROOM ORDER AND DISCIPLINE  

The word discipline means teaching. Young children are learning the difference 
between what is right and wrong. Here are some things we can do to help with 
behavior in the classroom.  
 

A. Set clear limits  
Try to reserve the word “no” for dangerous situations. Talk to children about 
what they can do rather than what they can’t do. For example, “We use the 
truck for rolling on the floor, not for hitting your friends.”  

 
B. Redirect behavior  

Babies and toddlers are not at the age of development that allows for 
reasoning. They also should not be expected to share or apologize. Instead, 
redirect their actions by modeling appropriate behavior. In the case of 
throwing a ball in the classroom say, “Look, I can roll the ball. Can you roll it 
back to me?  We roll the ball when we are inside.” 
 

C. Offer a choice  
Let the child feel like he or she has the ability to choose. For example, when 
there is a conflict over toys provide options by saying: “You may play with the 
ball or the truck. Which one do you want?”  

 
D. Acknowledge feelings  

Verbalize back to the child what they are saying or what they are feeling. For 
example, “I see you fell down. You hurt your knee.” It also helps a child to 
make sense of his or her emotions. 
 
 

E. Talk through problems  
Show the children that you love and care for them by helping them with their 
problems. Model the correct way of solving problems by staying calm as you 
describe what you are seeing and how the children are reacting.  
 

F. Class Rules for the Green and Blue Rooms 
Teach the following rules to the children each Sunday.  It would also be helpful to 
act out these rules or role-play. Clear expectations allow children to feel safe and 



happy because they know exactly what is wanted of them and their friends. 
 
 
CLASSROOM RULES 
We play nicely when it is time to play. 
We clean up neatly when it is time to clean up. 
We listen quietly when it is time to learn. 
We speak respectfully when it is time to talk. 
We work hard when it is time to work. 
We love each other as God loves us. 

 
 
IX. TEACHING TIPS  

Additional information will be shared at workshops and meetings.  
A. Use a calm, soothing voice when talking with children.  
B. Look into a baby’s eyes when talking to him or her.  
C. When speaking to toddlers and preschoolers, it is also helpful to bring yourself to 

eye level with the child.   
D. Speak positively to children and let them know you believe in them.  
E. Follow guidelines for comforting a crying child. (See Appendix A)  

 
 
 
Thank you for taking the time to read the ThriveTots Handbook. It is our desire that 
you find your place in ministry and know the joy and fulfillment that goes along with 
being a team member. 
 

  



APPENDIX A 

 

Seven Reasons & Remedies  
to Baby’s Crying 

 

Hunger 

Ask before the parent leaves:  when baby last ate, when baby will need to eat again, and what to 
feed baby.  Sometimes chewing on a toy can help. 

 

Diaper 

When in doubt, change it out. 

 

Temperature 

The nursery can get chilly with the air conditioning blowing.  You can try to comfort baby with 
one of the blankets in the changing table.  Just be sure to place the used blanket in the “Dirty” 
box. 

 

Closeness 

Baby might just need to be held and snuggled.  You can use a snuggly blanket and rock or sway 
with baby. 

 

Overstimulation 

Baby might need some time alone.  The swing and quiet music might help with this. 

 

Discomfort 

Massage might be just the thing to soothe baby. Don't worry about not knowing the perfect 
movements — as long as they're gentle and slow, they should bring comfort. Also, try rubbing 
baby's back or belly. This will help with common gas pains. 

 

Mom 

Sometimes nothing but mom will do.  It is OK to go get a parent if you have tried to comfort a 
fussy baby and nothing has helped.  If a baby is just complaining a little, but not in distress, then 
continue to try to find things to interest/soothe baby.  If a baby is very upset, and crying doesn’t 
stop for 5-10 minutes, then definitely get mom. 

 



 


