
 

St. Andrew the Apostle Catholic Church 
Nursery Staff Policies and Procedures 

Effective September 6, 2020 
 

Policies 

1.  We have chosen to employ only practicing Catholics who are active members of St. 
Andrew the Apostle’s Parish. The term active members refer to: individuals who 
participate in Mass either on Saturdays or on Sundays as well as all Holy Days of 
Obligation; and individuals who make use of the sacraments of the church including the 
Rite of Penance. For teen employees, the term active parishioner includes all the above 
and attending religious education classes on a regular basis. No nursery employee will be 
eligible for work on a weekend in which he or she does not participate in any of the Mass 
services listed above. Failure to comply with this policy constitutes for grounds of 
termination. 
 

2. All nursery employees must undergo a background check and complete the required 
materials of the Archdiocesan Safe Environment program before being entrusted with the 
care of children.  All teen nursery employees must be 14 to 20 years old.  Adult nursery 
employees must be 21 and over. 
 

3. Teen employees must be supervised by at least one adult employee (21 or over) whenever 
the nursery is opened. 

Procedures 

1.  All employees and volunteers should arrive 30 minutes before an event whether it is for 
Mass, Journey of Faith, Alpha, Bible Study, or any pre-approved Church functions. 
 

2. Proper dress is required.  Please be modest. This means you should not be wearing 
spaghetti strap tank tops, jeans with holes, short shorts, and loose or baggy clothing 
during your shift in the nursery. 
 

3. Personal belongings must be placed in the orange cabinet located in the “baby area”. The 
desk must be kept clutter-free. 
 

4. Checklist for opening the nursery: 
a. Examine the nursery for any choking or dangerous hazards such as making sure 

the electrical outlets are all securely covered. 
b. Check the trash cans to ensure the liners are in place. 
c. Spray the nursery with “Peroxide Multi – Surface Cleaner” since it will kill germs 

within 45 seconds. 
d. Make sure the white gate is in place from the desk to the west wall. 
e. Make sure the non-contact temporal thermometer is turned on and ready to go. 
f. Make sure the television is plugged in, turned on, and “Veggie Tales” is playing 

for the children to watch as they enter the nursery. 
 



 

5. Sign-in time: 
a. The adult in charge should: stand by the desk, greet parents, and assist them with 

the signing-in process.  (Afterward, this person should move to the play area and 
help where needed.) 

b. One nursery worker or volunteer must be at the door of the nursery, ready to take 
temperatures of incoming children with the non-contact temporal thermometer. 
This individual must wear clean pair of gloves as well as clean the thermometer 
with alcohol wipes between each child. A child who has a fever of 100.40F 
(38.00C) or above or other signs of illness should not be admitted to the facility. 

c. If you have not seen the child and / or parents in the nursery before, then ask them 
if they are visiting or a newcomer. If they are a newcomer, then give them the 
“Nursery Policy and Procedures” as well as the “Child Information” forms to 
complete and return to the nursery. This will help us keep track of our nursery 
attendance and how many worker / volunteers the nursery director needs to 
schedule. 

d. Other employees must greet the children and help them transition into the nursery 
play area. 
 

6. All employees should be stationed throughout the nursery play areas during their shift.   
(Please, note: the “baby area” is restricted to infants only). 

a. Cell phones will be prohibited during your shift as the safety of the children is 
most important. This means, all cell phones and personal belongings must be 
placed in the cabinet that is located in the “baby area” at all times until your shift 
is complete. Make sure your cell phones are either on silent or turned off. IF there 
is an emergency, the employee must inform the adult in charge of the situation 
and may answer or make the call outside of the nursery after the permission is 
given. (Note: The adult in charge should be the only employee who can use their cell  

phone to contact parents as needed.) 
b. Visiting with other nursery employees or volunteers must be kept at a minimum. 
c. Interacting with children is always required during your shift. 
d. Make sure the toys are picked up throughout your shift for the safety of children 

and the staff. 
e. Make sure you always wear your mask during your shift. 
f. Please, remember to wash your hands with soap and water by singing “Row Row 

Row Your Boat” twice which is equivalent to 20 seconds after using the bathroom 
and after changing the diaper. 

g. Once you come back into the nursery from the bathroom, always apply hand 
sanitizer to your hands by rubbing the gel or foam over all the surfaces of your 
hands and fingers until your hands are dry. This should take around 20 seconds. 

h. After changing the diaper of the child, write the time of change on the sign-in 
form in the “comments” section for parents to see. Also, write bm for bowel 
movement and p for voided urine after the time. For example: 915bm or 915p. 

i. Place the completed forms of the “Nursery Policy and Procedures” and the “Child 
Information” in the bottom drawer on the left side of the desk so the nursery 
director can add the child’s information into the system appropriately. 
 

 



 

7. Infant – Toddler care. 
a. Feed infants on demand unless the parent provides written instructions otherwise. 
b. Always hold young infants during bottle-feeding. Never place them on the floor 

because studies have shown infants who are fed with a propped-up bottle are at 
risk for choking, tooth decay, and ear infections. 

c. Place older infants in the highchair for feeding (if not able to hold). 
d. Make sure children who are 2 years or older always wear their mask during their 

stay in the nursery. 
e. Children 1 year and younger or anyone who has trouble breathing, or is 

unconscious, incapacitated or otherwise unable to remove the mask without 
assistance should not wear masks due to the danger of suffocation.  
 

8. According to the Center of Disease Control and Prevention (“CDC”), all children ages 2 
years and older, staff, and volunteers should engage in hand hygiene with soap and water 
at the following times:  
 Arrival to the facility and after breaks 
 Before and after eating or handling food, or feeding children 
 Before and after administering medication or medical ointment 
 Before and after diapering  
 After using the toilet or helping a child use the bathroom  
 After coming in contact with bodily fluids such as vomit, mucus, urine, and feces. 
 After playing outdoors  
 After handling the trash 

 
9. As the nursery time ends, all diapers should be checked and changed as needed.  All 

children’s belongings should be placed in the proper cubby to ease sign-out. 
 

10. Pick – up time: 
a. The adult in charge should be at the desk area greeting parents and assisting them 

in the signing-out process. 
b. Other employees should help transition the children back to their parents. 

 
11. Checklist for closing the nursery: 

a. Empty trash cans and replace liners 
b. Spray all the toys with “Peroxide Multi – Surface Cleaner” since it will kill germs 

within 45 seconds. 
c. Wipe down the tables, large toy surfaces, and water fountain with “Peroxide 

Surface Cleaner”. 
d. All toys should be put away in the proper areas. (Note: Any broken toys should be 

thrown away in the trash can.) 
 

12. General information: 
a. Once you have checked-in with the adult in charge, you should not leave the 

nursery until your shift is over and the adult in charge has released you. 
b. Nursery workers and volunteers should not have food or drink in the nursery area. 
c. Sitting on the desk or table is prohibited. 
d. Horse playing is not allowed because children may be harmed. 



 

e. Only scheduled nursery employees or volunteers should be in the nursery during 
their shift. (Note: This means employees cannot just show up to work unless the nursery director 

has contacted you to come in to work.) 
f. Staffing the nursery is always based on a 2-person minimum. Therefore, if there 

are few children in the nursery, some employees may be asked to leave the shift 
early. 
 

• Nursery Hours: 
a. On Sundays, the nursery will open starting at 8:30 am. The nursery will remain 

open for both masses (9:00 am and 11:45 am) as well as between the masses for 
R.E. (religious education) or other meetings. 

b. On Mondays when Alpha is in session, the nursery will open at 6:00 pm and close 
by 8:45 pm. 

c. On Wednesdays when Journey of Faith is in session, the nursery will open at 6:00 
pm and close by 9:15 pm. 

(Note: The nursery hours of operation are tentative as it may change depending on the  
pre-approved Church functions and its need of service.) 

 
 

If needing to be off on a scheduled Sunday or other scheduled event, please notify the 
Nursery Director (Miriam Kwon @ 512-696-4988) at least 1 week in advance. 

 

Employee Name (printed): _____________________________________________________ 

 

Employee Signature:   _________________________________________________________ 

 

                       Date:   ________________________________ 
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