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 All scheduling is done online and you will be sent e-mailed requests through 

www.planningcenteronline.com.  Teachers are scheduled 2 weeks a month 

(Either the first two or the last two weeks).  Substitutes are scheduled upon 

request 

 A background check must be turned in before teaching alone (Pick up the 

background check and turn it back in at the Kidsgate front desk) 

 The curriculum we use is found online 

at www.kidsgatecurriculum.com.  By 

going to that website you can look 

ahead at what you will be teaching 

on Sunday morning. 

 

8:45/ 10:45:  Check in at the front desk and print out your nametag.  The front 

desk volunteer will give you the key to your classroom 

 

8:50/ 10:50: Open classroom and students arrive.  Students should all have a 

nametag.  The nametag lets us know they’ve been check in and will contain 

notes of any allergies or special needs. 

 What will be provided in class: Supplies for all activities and a copy of 

the curriculum 

 

10:20/ 12:20: Around this time class will end.  Match students nametags with 

the parents security tags.  Send parent handouts with each student so the par-

ents will know what their child learned in class.
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 Supplies for the curriculum (along with the curriculum) will be provided for 

you in class

 Your classroom also contains a “Kidsgate Communication” clipboard (See 

photo).  This is your way to communicate needs directly to the Kidsgate pas-

tor.  Examples include:

 Writing refills of supplies 

 Suggested activities

 Writing days you’ll need a sub

 

 Most kids 5 and younger will  have a hard time adjusting to a new space or 

new teacher.  Don’t feel bad if they cry when being dropped off.  Try to dis-

tract them with a snack, toy, game, or book.

 If a child is being disruptive:

 Separate the child from the other students and move them closer to 

you

 If needed, pull them aside (don’t do this in front of everyone) and ex-

plain your expectations for how they should behave.  Clearly outline the 

consequences if they do not change their behavior.  (Example: 

“Students who talk while I’m talking will not get to play the game we 

have planned”

 If needed, have the child sit with the volunteer at the front desk for a 

classroom “timeout” or send the child back to the parent if their behav-

ior is preventing the class from working on the lesson.

 Communicate with the parents.  Let them know how their child did in class.  

Did their child have fun or did they seem sad that day?  Was their child a joy 

to teach or did you struggle keeping them focused on the lesson?  
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 First aid kits are located in each classroom. 

 If anything beyond a Band-Aid is needed, please tell the front desk and 

they will assist you. 

 

 

 Do your best not to allow any child in the classroom that has a fever, rash, 

lice, or other contagious symptoms.   

 Please notify parents of any unusual behavior that was noticed in their chil-

dren (Coughing, sneezing, sleepy, rash, etc.).  Make use of parent notifica-

tions during service if necessary 

 

 

 Security is located in the corner during each service and they have name-

tags.  They are available to help in  case of any emergency. 

 See the Kidsgate Emergency Action Plan that is posted 

in your classroom for the map to the nearest exit and 

detailed instructions on how to evacuate. 

 In case of fire or other evacuation emergencies, please 

gather all children in a single line and exit through the 

door nearest you.  Please keep all children with you until 

a parent is able to pick up their child.  Check Kidsgate 

bathrooms before evacuating! 
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 The front desk has a key.  Please keep your classroom locked when you are not 

 in there and return the key when service is over 

 

 Every child MUST have a nametag before entering your classroom.  This is  for 

 security purposes and is very important.  Check the students nametag to make 

 sure they are in the right classroom and if they have any additional needs. 

 

 Make sure the number on the parent nametag matches the number on the 

 child’s name tag 

 

 Use the treasure box when the kid(s) have memorized a verse or completed an 

 activity well.  Note on the checklist when toys are running low. 

 

 E-mail: Kidsgatepcb@gmail.com 

 Call/ Text: Janelle 850-319-0941 or Kristi at 850-532-2416 

 

 Animal crackers, goldfish, juice, and water are available in the toddler room, 

 preschool room, k-1st grade room, and the 2nd-3rd grade room..  When and 

 how you incorporate that on Sunday mornings is completely up to you!  Just 

 mark on the checklist when your supplies run low and verify no food allergies (it 

 will be on the student’s nametag) before serving! 
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Janelle Greene 

Kidsgate Pastor 

Kidsgatepcb@gmail.com 

850-319-0941 

 

 

 

 

 

 

 

 

 

 

 

 Located to the left of the GiG room. 

 Office hours by appointment only 

 E-mail: eastgatepcb@gmail.com 

 Phone: 850-235-1528 

Janelle 

Kristi 

Kristi Vause 

Assistant Kidsgate Pastor 

850-532-2416 


