Childcare Procedures
The quality of nursery and/or childcare provided at St. Luke’s is very important to the Children’s Ministry Team as well as the staff, members and constituents of our church.  In order to maintain and, where necessary, to improve the quality of childcare by the nursery staff and volunteers, the following policies have been put in place.

· Requests for childcare must be made to the Childcare coordinator no later than the 20th of the month for the following month or two (2) weeks before the meeting date.  For groups meeting on a regular basis, making a standing request for the year would be helpful.

· Parents of children who regularly use the nursery/childcare facility must fill out a Parental Consent Form which will be available at sign in. 

· RSVP for the number of children must be made by three days before the meeting date to allow for the proper number of caregivers to be assigned.

· Two caregivers will be provided for ten children or less.  (One childcare provider must be present for every five children.  For each child over that another provider must be scheduled).  Additional providers will be scheduled according to number and age of children

· If a caregiver does not show or you have more children than the ratio allows, you are requested to provide additional caregivers from your group.

· Under no circumstances should just one caregiver be left alone with the children.

· Depending on the availability of adult caregivers, the group may be requested to provide an adult to supervise the teenage providers during the meeting times.

· All children must be signed in and out by their parent at the Nursery entrance.

· No food or drink, with the exception of bottles for babies, is allowed in the nursery area.

· Each group requesting childcare, if more than one, is responsible for checking the nursery or any other room used for childcare to make sure the floor is clean, toys stacked neatly on the shelves, tables wiped, chairs stacked and the area locked.

· No teenage childcare providers are to be left in the building alone.  One adult from a group is responsible for staying until everyone has been picked up.

Childcare Procedures (Cont)
· Each group is to have one individual that will be the liaison to the Coordinator.  It will be this person’s responsibility to let the coordinator know how many children will be attending a function, canceling providers, etc.

Due to the immense amount of childcare offered at St. Luke’s it, has been determined that scheduled times are a necessity.  Childcare will be offered:

· Wednesday evenings – 6:00 to 8:30 p.m.

· Thursday evenings – 6:00 to 8:30 p.m.

· Saturday mornings – 8:00 to 11:30 a.m.

· Sunday mornings – 9:15 to 12:15 (7:45 to 9:15 special activities)

All groups are encouraged to schedule meetings and activities during these times.  It is still your responsibility to make a reservation for childcare so the appropriate number of providers can be scheduled.  

Any group wishing to meet at any time other then the above specified times is responsible for covering the cost of the childcare providers.  

Due to liability: any one other than a St. Luke’s certified Childcare provider may not use the nursery quad and classrooms.  
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