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	St. Luke Cedar Hill

Anglican Church of Canada
3821 Cedar Hill Cross Road

Victoria, BC  V8P 2M6




Ministry Position Title:
Nursery Coordinator and volunteers who serve in the Nursery at the 9:15 and 10 am services.  

Term of Office:
Ongoing
Supervision & Support:
Reports to: 
Nursery Coordinator and Incumbent

Staff Liaison: 
Parish Administrator
Committee Responsible for this Ministry:  Wardens
Population(s) served:
St. Luke’s Parishioners with young children.

Purpose:  
To ensure a welcome, comfortable and safe environment for children in the Nursery during Sunday services.  
Duties & Responsibilities:
Nursery Coordinator:

· Recruits and schedules nursery volunteers for the 9:15 and 10 am services.  

· Ensures all toys are safe and appropriate.

· Ensures the nursery environment is clean and safe.

· Works with the Wardens to ensure that nursery volunteers have a current Criminal Record Check on file and have completed the Safe Church training provided by the Diocese.

· Prepares an annual report for the Vestry Meeting. 

Nursery Volunteers:

· Arrive at least 15 minutes in advance of a service and wear a name tag.

· Greet parents and children in a friendly manner.

· Be aware of the special needs of all children.

· Care for and comfort all children.
· If unable to attend a scheduled service, find a substitute from the Nursery roster as a replacement and advise the Nursery Coordinator.

· Communicate with the Nursery Coordinator any concerns.

Skills/Knowledge Required:


· Enjoys working with babies and toddlers.
· Ability to work and communicate with other Nursery volunteers and parents of the children.
· Dependable and trustworthy.
Qualifications Required:


· Experience in infant and child care.

· Babysitting and/or First Aid Certificates are an asset.

· Be known in the Parish and a regular member for at least 12 months.

Limits of the Position:


· Comply with the Diocesan Privacy and St. Luke’s Parish Confidentiality policies.  

· Comply with the Sexual Misconduct Policy of the Diocese of British Columbia and sign an acknowledgement form.

· Ensure that a completed Screening in Faith Checklist is on file.
· Adhere to the Screening in Faith Ministry Guidelines re “Nursery Care Givers, Church School Teachers, Youth Workers”. 

· Attend a Safe Church training session at the beginning of the ministry and every three years thereafter.

· Undergo a Criminal Record Check prior to commencing the ministry, and every three years thereafter.  

· Never be alone with a child if this can be avoided. If this situation occurs, document the one-on-one encounter.

Terms of Work/Service:
During the 9:15 or 10 am service as scheduled.
Training Provided:
Safe Church Training Sessions
Position Risk Assessment: 
High
Benefits & Opportunities:

Opportunity to: 
· Provide a safe and caring environment for the Parish’s youngest members.

· Build warm and close relationships with the families of the babies and toddlers.
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