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Mission and Vision of SBS

History
Established in 1995, Step By Step’s goal is to engage and empower young single mothers
age 14 to 24 through healing, encouragement, faith and education. Step By Step gives them
the tools to achieve emotional and spiritual healing, break cycles of abuse and despair, and
introduce them to their ultimate healer, Jesus Christ. The ministry has grown substantially
since 1995, ministering to more than 2,000 young mothers and their children! There are
currently nearly 100 young single mothers and their children actively participating in our
program. In 2008, Step By Step opened a pilot program in neighboring Scott County and is
currently developing program duplication materials for interested parties in other states.

Mission
To empower and embolden young single mothers to improve their lives, their families, and
their community through healing, encouragement, faith and education.

Vision
Our vision is a Lexington that fosters belonging and empowers young, single mothers to
positively impact their families and community.

Purpose
This document is to serve as a tool for Revive Kids volunteers to refer to throughout their
time volunteering with SBS. Our desire is that you feel adequately prepared and trained to
care for SBS kids and are fully aware of the expectations we have for you.

Definitions
1. “SBS” - abbreviation for Step By Step
2. “Children’s Ministry Coordinator (CMC)” - the SBS staff person in charge of all

children’s ministry at SBS
3. “Revive Kids” - the Thursday night program for our SBS kids to attend while their

moms are attending Revive
4. “Revive” - the Thursday night program for our SBS moms
5. “Program Director” - the SBS staff person in charge of all programming of SBS
6. “AWANA” - the children’s ministry curriculum we use in Revive kids
7. “Program year” - time of year that we have Revive nights, September through April
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Contact Info

Step By Step Office
Physical Address:
3320 Tates Creek Rd Suite 200
Lexington, KY 40502

Mailing Address:
P.O. Box 593
Lexington, KY 40588

Phone: 859.258.7837 Website: sbslex.org

Staff
Tanya Torp, Executive Director, tanyat@sbslex.org
Alicia Sims, Program Director, alicias@sbslex.org, C: 859.797.4046
Kelli Rehmel, Assistant Program DirectorProgram, kellir@sbslex.org, C: 859.963.6073
Kierra Huff, Program Coordinator, kierrah@sbslex.org, C:
Kristin Carlton, Children’s Coordinator, childrenscoordinator@sbslex.org, C:

Immanuel Baptist Church
3100 Tates Creek Rd
Lexington, KY 40502

3

mailto:tanyat@sbslex.org
mailto:alicias@sbslex.org
mailto:kellir@sbslex.org
mailto:kierrah@sbslex.org
mailto:childrenscoordinator@sbslex.org


SBS Children’s Ministry Policies and Procedures Manual
Last Updated: 8/17/22

Volunteer Selection Process
As follows is the procedures for those interested to become Revive Kids Volunteers.

1. Submit a Volunteer Application through the SBS website or by sending in a paper
application to the Program Director, including a background check authorization
form. (Note: If you submit your application through the website, the background
check authorization is not included. This must be completed and returned to the
Program Director before you can begin serving with SBS.)

2. Receive a phone call from SBS Staff to discuss volunteer opportunities with SBS.
3. Meet with the Program Director for a Volunteer Interview.
4. Receive approval for placement in SBS programming from interview and

background check.
5. Review training materials and take required assessments.
6. Begin serving at SBS.
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Revive Kids Volunteer Positions
For full job descriptions of Revive kids volunteer positions, refer to sbslex.org.

Awana Leader
Provide safe and consistent child care for SBS moms and teach their toddler to
elementary age kids an Awana lesson.

Child Care Room Volunteer
Help a child care room leader to provide safe and consistent child care for SBS
moms.

Nursery Leader
Provide safe and consistent infant care and lead short Bible lessons

Revive Facilities
Immanuel Baptist Church graciously allows SBS to use their children’s facilities for our
Revive nights. Revive activities for our moms take place in the Gathering Place.

Infants use the rooms marked Infants and Crawlers.

2 year olds use the rooms marked Buzzy Bees, Cuddly Caterpillars, and Laughing
Ladybugs.

3 year olds use the rooms marked Red Hoppers.

4-6 year olds use the rooms marked Yellow Hoppers.

7 and ups use the rooms marked Blue Hoppers.
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Volunteer Expectations

General
1. Be present. Your number one priority is the safety of an interaction with the

children.
2. Check your baggage at the door.
3. Do not bring in any outside food to SBS programs or events.

Attendance
Revive Kids volunteers are expected to attend Revive nights 2 Thursday nights a month or
attend all Tuesday night programs per semester. Revive Kids Leaders are expected to
attend all Revive nights. AWANA Leaders and Nursery Leaders commit to one year of
serving with SBS. Child Care Room Volunteers commit to one semester of serving with SBS.

All Revive Kids volunteers are allowed 2 absences for the program year. Volunteers must
notify the Children’s Coordinator at least 2 weeks in advance of the anticipated absence. If
a Revive Kids volunteer calls in last minute more than twice in a season, they will be
dismissed from their volunteer role for the remainder of the season.

On Revive nights, Revive Kids volunteers are expected to arrive at 6:00 pm, having prepared
adequately for the role assigned. Revive Kids volunteers are required to sign in at the main
entrance and are expected to be present for the entire program until after all of the kids
have been picked up by a parent and the room has been cleaned appropriately, typically by
8:45 pm.

Training and Support
Awana leaders are expected to complete online training as directed and attend an
in-person training with the CMC. All Room Leaders are also required to be CPR and First Aid
certified. SBS will pay for the training.  All Revive Kids volunteers must complete a 2 hour in
person training.

All SBS volunteers will receive support from SBS staff. Revive Kids volunteers will report to
the Children’s Coordinator. All other volunteers report to the Program Director. Contact
your supervisor with any questions or concerns throughout the year.
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Scheduling
SBS will send out sign-ups for volunteers for special events and for Childcare Room
Volunteers for Revive Nights. You are responsible for signing up for the events you are able
to attend.

Evaluation
SBS reserves the right to evaluate a volunteer at any time. If a volunteer does not meet
expectations and SBS deems it necessary and within reason, we may ask you to change
volunteer roles, adjust your behavior, or not to return.

Dress Code
Revive Kids volunteers are expected to dress with modesty. You are free to dress
comfortably, but please refrain from wearing clothes that show too much skin or have any
inappropriate or lewd content on them.

Revive Kids Leaders will be provided with a SBS t-shirt to wear on Revive nights.

Confidentiality
Many SBS moms and kids have experienced trauma and other sensitive situations. As a SBS
volunteer, you agree to keep any and all personal information that may be disclosed to
you, in one way or another, confidential. This includes discussing any details with those
other than SBS staff that could identify an SBS mom or child.

Any material or curriculum that you are given to use by Step By Step is the intellectual
property of Step By Step. It may not be duplicated or distributed outside of Step By Step
without the explicit permission of Step By Step. To do so would be breaking copyright law.

General Policies and Procedures

Supplies
Each room will contain a tote full of all information Revive Kids volunteers would need for
the night, including class roster, attendance sheets, lessons, activities, incident reports,
childcare policy manual, and emergency plan. If any additional supplies are needed,
contact the CMC.
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Revive Kids General Schedule:
FROLIC

6:00 PM - 6:30 pm: Volunteer Check-in & Preparation
6:30 PM - 7:00 pm: Child Check-in & Free Play
7:00 PM - 7:30 pm: Dinner
7:30 PM - 8:30 pm: Free Play, Diaper Changes, Additional Feeding & Care, One on One Time
8:30 PM - 8:45 pm: DISMISS
*DIAPER CHANGES AND FEEDINGS SHOULD HAPPEN AS NEEDED DURING NIGHT

PUGGLES

6:00-6:30 pm Volunteer Check In & Preparation
6:30-6:50 pm Child Check In & Free Play Checking In
6:50-7:20 pm Dinner/Clean up
7:20-7:30 pm Potty Break
7:30-7:35 pm Mindfulness Activity
7:35-7:55 pm Bible Verse and Lesson
7:55-8:25 pm Coloring and Craft Time
8:25-8:30 pm Room Clean up
8:30 pm DISMISS

CUBBIES

6:00-6:30 pm Volunteer Check In & Preparation
6:30-6:50 pm Child Check In & Free Play Checking In
6:50-7:20 pm Dinner/Clean up
7:20-7:30 pm Potty Break
7:30-7:35 pm Mindfulness Activity
7:35-7:55 pm Bible Verse and Lesson
7:55-8:25 pm Coloring and Craft Time
8:25-8:30 pm Room Clean up
8:30 pm DISMISS
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Check-in and Check-out Procedures
All children MUST be signed in with all information completed on the sign in sheet. Check-in
and check-out will be taken care of through the Planning Center Check-Ins app. SBS will
provide an iPad for this purpose. All kids should be checked in at the Mom Check-In table at
the front. If a child does not have a printed sticker name tag when they get to the
classroom, they must return to the front and check in. Room leaders are responsible for
making sure each child has been checked in properly. This includes making sure the moms
go through the check-in process and the printed stickers are placed appropriately on the
child, their belongings, and with the mom. Any first-time kid’s parent will be asked to fill out
a paper form for check-in purposes until they are put into the system. The child will have a
temporary handwritten tag until then.

When checking in, two labels are printed: one with the child’s name, basic information, and
room assignment which goes on the child’s back, and one with the pick-up number which
goes with the parent. A third label can also be printed to go on any bags that belong with
child. Be sure to ask the mom when the last time the child was fed or changed, and note it
on the attendance sheet. Also double check that toddlers or infants that need a bottle have
one premade in their diaper bag.

When checking out, volunteers are expected to ensure that each child is returned only to
their parent who has the sticker with the matching number on the child’s sticker. Parents
must present the label to be allowed to pick up their children.

All other Revive Kids volunteers are expected to remain in their assigned classrooms during
check-in and check-out times to receive and welcome the kids as they come in and
maintain order as the kids are leaving.

Room Leaders should keep the class roster provided by SBS up-to-date as children are
entering their classroom. The roster should show important information, such as allergies
and feeding instructions, that the Room Leaders should be aware of. If a child is not on the
class roster, the child is either in the wrong room or they are new. If this is their first time
and they have been guided to your room, add the child’s name to the end of the list, and it
will be updated for next time. If it is not the child’s first time, they are probably in the wrong
room. Room leaders should direct a child care volunteer to guide the child to the correct
room or to find the CMC for help.

Clean Up Policies
As Immanuel Baptist graciously allows us to use their facilities, we want to leave everything
better than we found it. Thus, we expect our Revive Kids volunteers to clean up their
classrooms by:
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● Wiping down all toys used with an antibacterial wipe.
● Returning toys, equipment, and other resources to the location they came from
● Promptly cleaning up any messes, such as spilled food or drink, with the appropriate

cleaning supplies.
● Vacuuming or sweeping up all food messes in the classroom.
● Placing any laundry in the appropriate bin.
● Placing all garbage in the trash cans to be taken care of by IBC staff.
● Reporting to the CMC of anything that has been damaged or needs deeper cleaning.

Mother Notification Policy
In order to serve our SBS moms and kids to the best of our ability, we hold to the policy
that a child must be inconsolable, that is crying for at least 10 minutes with no reprieve,
before the mother can be notified to retrieve her child. If this is the case, notify the CMC,
and she will take care of notifying the mother.

SBS moms should not be coming to the childcare area except when dropping off, when
picking up, or for an emergency. If a mom is making additional visits to the childcare area
during Revive, let the CMC know.

Technology and Media Policy
Revive Kids volunteers are expected to abstain from using social media of all kinds during
Revive. The priority during Revive Kids is our kids. The use of social media during Revive is a
distraction from them and their safety. Similarly, we discourage any unnecessary phone
use during program nights, as it is also a significant distraction. Do not allow children to
play with volunteers’ phones.

In order to expand our community’s awareness of Step By Step, we do encourage that you
take a picture or two of how you are serving at SBS, with respect to the privacy of our kids
and moms. Please do not post anything on social media that includes names or faces of
SBS kids. If you do post, tag Step By Step or use the hashtags #StepByStepLexington and/or
#ReviveKids.

Child Promotion Policy
Kids are placed in the appropriate classroom for their age and development at the
beginning of each program year. They will remain in that class for every Revive Kids night
for the whole program year. No child will be promoted to the next class or age group until
the beginning of the next program year. The CMC reserves the right to move any child to a
different classroom if the circumstances present themselves.
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Guest Policy
No one that has not had a background check completed by SBS and filled out a SBS
volunteer application is allowed to be in the area with the kids. If a Revive Kids volunteer
wants to bring a guest that may want to volunteer, they may come and observe a Revive
night, but they cannot be in the classroom with the kids until the volunteer placement
process has been completed.

Feeding Policy and Procedures
Dinner is provided by a volunteer group every week for SBS moms and kids. The meal
coordinator will assist in distributing the food to each classroom. Room Leaders and
Volunteers should assist in this process by getting the kids set at the table and delivering
the plates to each of them.

Infant Feeding

For children under 2, check the child’s information for feeding instructions. The mother will
report if the child is breastfed, takes a bottle, and/or eats table food when she checks her
child in. It will be listed whether or not they need to be fed. If they are to be fed, bottles and
formula should be provided by the mom. Before feeding, be sure to double check with the
child’s information sheet.

Breastfed
If a child is breastfed, the mother will let the leader know at check in. It will also be written
on the child’s sheet. When the child starts to get fussy, check with the leader and someone
will go get the mother. If a mother needs to breastfeed a baby, she may do so in the main
Revive night meeting space. She may come and take her baby from the Infant room, feed
the baby, and bring the baby back to the room.

Bottle fed
Ensure that the bottle comes from the child’s bag. As soon as you are finished with a
feeding, put it back into the child’s bag. You can always label the bottle to help ensure it
gets back to the correct child at the end of the night.

Positioning

The child should be in a semi-sitting position. Typically, the cradle hold is the best position.
Ensure that their head is elevated and they are not lying completely flat. Do not prop up
the bottle.
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Burping

Burping is an important part of feeding a child. Children all burp different amounts and
typically burp less as they get older. Burping halfway through the feeding and again at the
end of the feeding is sufficient. The most common way to burp the child is to use the
shoulder hold with a burp cloth over your shoulder. Hold the baby against your chest with
their head resting on your shoulder. Support them with one hand and gently pat their back
with your other hand.

Amount

Every child takes a different amount of milk during each feeding. Generally, the child will
stop when they are full, but pay attention to how much they are drinking. The mom may
also tell you how much of the bottle the baby usually eats. The chart below is simply a
guideline.

Age of Child Amount in Ounces

1 month 2-4 ounces

2 months 5-6 ounces

3-5 months 6-7 ounces

6-9 months 8 ounces

10-12 months 9 ounces

Table fed
The mother will identify any food allergies or preferences that the child has upon check in.
Be sure to check the child’s information sheet before feeding. Ensure that all of the food is
cut into small, bite sized pieces. Offer spoons but understand that many of the children will
resort to using their hands. Be aware of what the child is eating and how much is in their
mouth at one time. You may have to feed the child if they can’t or won’t, but it is good to try
to encourage the child to attempt to feed themselves.

Record
After the child has eaten, record on the child’s report card the time and amount that they
ate.
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Other Infant Care Policies and Procedures

Holding

Supporting a baby the correct way is incredibly important. Infants need proper neck
support until they have built strong enough neck muscles to support themselves. Always
ensure that the infant’s neck is being supported. Supporting the neck with your hand or the
crook of your elbow are two good ways of holding the infant.

Shoulder hold. This is a very natural way to hold the child. Lift the child’s head to
your shoulders and rest his/her head on your chest and shoulder. Place one hand at
the base of the infant’s head and neck. Place the other hand under the infant’s
bottom.

Cradle hold. This is one of the most common ways to hold a child. Rest the infant’s
neck against the crook of your elbow. Use the same arm to support their back. The
free arm can be used for more support or for interacting with the child.

Belly hold. This is a great position for when the child has gas. This can feel awkward
and can be difficult if the child is squirming. Do not use this position unless you feel
comfortable doing so. Place the infant with its head towards the crook of your arm.
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Use your forearm to support the infant’s body. The other arm can be used for more
support or interacting with the child.

Hello world hold. This is a great position for a curious child.  Use one arm to
support the infant’s bottom. Use the other arm to support the infant’s chest. Use
your chest to support the infant’s neck.

Fussy Children
Here are some interventions to try if a child is fussy.

Feed them. Here are some signs to look for that tell you the infant is hungry:
○ Moving head side to side
○ Opening mouth, sticking out tongue and/or puckering lips
○ Putting hands or fingers in mouth
○ Nuzzling against your chest (especially common in breastfed children)
○ Crying that won’t stop with other interventions
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Swaddle. Swaddling is a great way to comfort the child. It makes them feel protected.
Follow these steps to swaddle the child. Be sure it is not too tight or too loose. Ask for help
from a leader if you aren’t sure.

○ Spread out the blanket and fold one corner over
○ Lay the infant face up with its neck above the folded corner
○ Wrap the left side of the blanket around the child and tuck it under the child’s right

side
○ Fold up the bottom of the blanket. Be sure it isn’t too close to the child’s face. If it

is, fold the corner down
○ Wrap the right side of the blanket around the child to its’ back

Change positions. Sometimes, all a child wants is to be more comfortable. Change the way
you are holding them, go for a walk (making sure another volunteer accompanies you),
stand up, or sit down. If these don’t work, try having someone else hold the child for a little
bit.
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Health and Safety Policies

Adult to Child Ratio Policy
To protect both our volunteers and our children, two adults must be present with the
children at all times.  An adult is never to be alone in a room with a child. Each room will
have a minimum of four volunteers to allow two volunteers to leave the room with a child
for bathroom breaks, etc. with two volunteers remaining in the room.

Mandated Reporting
For purposes of this policy, “child abuse” is any action (or lack of action) that endangers or
harms a child’s physical, psychological or emotional health and development. Child abuse
occurs in different ways and includes the following:

● Physical abuse – any physical injury to a child that is not accidental, such as
beating, shaking, burns, and biting.

● Emotional abuse – emotional injury when the child is not nurtured or provided with
love and security, such as an environment of constant criticism, belittling and
persistent teasing.

● Sexual abuse – any sexual activity between a child and an adult or between a child
and another child, including activities such as fondling, exhibitionism, intercourse,
incest, and pornography.

● Neglect – depriving a child of his or her essential needs, such as adequate food,
water, shelter, and medical care.

If a Revive Kids volunteer suspects child abuse or neglect (i.e., excessive bruising, verbal
disclosure of an event by the child, etc.), it should be immediately reported to the CMC. You
are a mandated reporter! The volunteer should not discuss the suspected abuse with
anyone other than the CMC or other SBS staff. The proper steps will then be taken by SBS
staff for reporting to the designated reporting agency. For more information on mandated
reporting, refer to the Child Care Volunteer Training materials or visit
chfs.ky.gov/dcbs/dpp/childsafety.htm.

Sick Policy
If a child meets any of the following qualifications, they may not stay in the children’s area.

● Fever in the last 24 hours
● Sore throat
● Vomiting or diarrhea
● Colored mucus
● Blood in mucus or stool
● Rash, unless already determined by a physician to be non-contagious
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● Any symptom such as scarlet fever, German measles, mumps, chicken pox, or
whooping cough

● Common cold from onset through one week
● Croup
● Any skin infection (boils, ringworm, etc.)
● Pink eye or other eye infection

If the state of a child’s health changes including the following during Revive night, inform
the CMC immediately.

● Lethargy or unresponsiveness
● Difficulty breathing
● Fever (especially for infants)
● Vomiting
● Blood in mucus or stool

Medications Policy
No Revive Kids volunteers should ever administer any medication to SBS kids. If a child
requires a dosage of medication during a Revive night, the mother must come to
administer the medication herself.

Toileting Policies and Procedures
Please be aware that many of our kids have experienced trauma in their lives. This may
mean situations involving diaper changing or the bathroom may be triggering. Please be
sensitive to that.

If any toileting accidents occur, check the child’s diaper bag for a change of clothing. If they
do not have one, notify the CMC.

Diaper Changing Procedures
All soiled diapers should be changed immediately. Every child in diapers must have their
diaper changed according to the Revive Kids Schedule. Always use the diapers and supplies
that the mother provides. If the mother did not supply any, notify the CMC. If no wipes are
provided by the mother, use the wipes provided by IBC. Use disposable gloves when
changing diapers.

Safety. Never turn your back on the child or leave them alone while on the changing table.
Be sure that you have all of your supplies within easy reach. Ask someone to help if
something falls on the ground or you forgot to get something before beginning. It is better
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to ask for help rather than trying to get it on your own and something happening to the
child.

Clean. Be gentle and clean thoroughly. Be sure to wipe all crevices and fat rolls. For poop,
make sure it is thoroughly cleaned to avoid irritating the skin.
★ For girls: Wipe front to back.
★ For boys: Clean under the scrotum and in a circular motion from the tip of the penis

down.

Check the skin. Diaper changes are the best time for volunteers to check the child for
rashes, redness, bruises or other marks on the skin. Diaper changes usually expose much
of their body, making it a great time to check all of their skin. Look at the diaper area as
well as on the arms, legs, stomach and back. Report to your room leader any issues you
find before finishing the diaper change. Ask someone in the room with you to get the leader
so that you never leave the child unattended. Remember, you are not responsible for
discussing any reported skin issues with the mothers; however, it is your responsibility to
report the issues to the leaders.

Record. As soon as you finish the diaper change, record on the child’s report card that you
performed the diaper change. Record the time and if the child pooped and/or peed.

Restroom Procedures
Children under 5 should be accompanied to the restroom. The Revive Kids volunteer
should remain outside the restroom with the door slightly propped unless the child says
they need assistance. If so, the volunteer should prop the door open before entering and
leave the door open while he or she is in the restroom with the child. Assist the child with
washing their hands after using the restroom, and wash your hands before returning to the
classroom.

Volunteers may only assist a child of the same gender in the restroom.

Injury Policies and Procedures

When is reporting an injury necessary?
All injuries sustained during a Revive night should be reported to the CMC. She will use her
own discretion to decide if the injury requires reporting. Please also be on the lookout for
injuries that may have been sustained before a Revive night, such as rashes or bruising,
and report these to the CMC as well.
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How do I report an injury?
If the CMC decides the injury requires reporting, the volunteer must assist in the reporting
of the incident. This involves detailing the incident in a report provided by SBS and taking
pictures of the injury for documentation.

Emergency Procedures

Evacuation
In the event of an emergency that requires evacuation from IBC, Revive Kids volunteers are
responsible for escorting the kids out of the building in a safe and orderly manner. The
children should not return to their parents before evacuating. Once everyone is safely out
of the building and accounted for, parents will locate their children and normal check-out
procedures will commence.

Nursery volunteers should place 2-3 infants in the cribs and roll them out of the building
using the nearest door.

All other kids volunteers should instruct the kids to form a line, then escort the kids
through the emergency escape pattern as displayed on the wall in each room, or go to the
nearest exit.

The CMC will assist with roll call to ensure everyone is safely outside the building.

Tornado
In the event of a tornado, 2-3 infants should be placed in cribs and taken to an interior wall
in the hall. All other kids and volunteers should proceed to an interior wall in the hall and
sit against the wall.

Everyone should remain where they are until an “all-clear” signal has been given.

Lock-Down
In the event that a lock-down is necessary and evacuation is not safely possible, Child Care
and Nursery Leaders will be in charge of closing the door to the classroom, turning off the
light, and moving all of the children to a corner of the classroom not visible through doors
or windows.

Everyone should remain there until an “all-clear” signal has been given.
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Discipline Policies

Our Philosophy
We believe in always acting with compassion and love first. Our desire is that SBS kids know
that we love them and want to understand and listen to them. Children do not always
appropriately handle the emotions they have or the situations they have been given. It is
our duty to show them and guide them in the proper way to handle difficult emotions and
situations.

Discipline Procedures
As a standard rule, we never administer any physical punishment. Any excessive problems
with disciplines should be discussed with the CMC. Any incidents should not be discussed
with anyone other than the CMC.

Limit Setting For Children

Limit setting progresses in four clearly defined stages:
1. Supportive
2. Logical Consequences
3. Processing
4. Reintegration

1st Stage: Supportive Interventions
Including but not limited to:

● Verbal Prompts, reminders, warnings
● Redirection (distraction), dividing and conquering
● Channeling (e.g. Having a hyperactive child deliver a note to another unit to do

something physical)
● Rule Establishment (rules, in essence are warnings)
● Humor
● Non-verbal supportive measures (e.g. hand signals, lights out, circulating around the

room, colored warning cards, non-verbal cues such as self-management posters)
● Rhythmic clapping, chants, song bytes
● Appropriate verbal dialogue (e.g. support, compromise, negotiation, reframing,

exploration – positive historical etc.)
● Vicarious reinforcement (i.e. compliment a youth for the behavior you want another

student to display)
● Positive reinforcement & behavior modification
● Using the power of the group to help youth
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● Individual, group and/or family meetings – can be scheduled regularly or on an
as-needed basis

● Selectively ignore the problem behavior(s)

In general, an adult should try two or three supportive interventions – in the moment –
when a child/youth and/or group are misbehaving.  If supportive interventions do not work,
a logical consequence should follow.

Key Points: Warnings and other supportive interventions should be time limited as
opposed to cumulative. For example, a child who is acting disruptively can be warned a few
times to get back on track. If he does, and has no other issues for a while, the limit setting
process should start over again if she begins to misbehave twenty minutes later.

Adults should always start the limit setting process with supportive interventions Rules
serve as warnings (i.e. supportive interventions). If the correct rules are in place, youth who
commit serious offenses are being dealt with fairly if strong consequences are promptly
administered.

*Any time an adult is asked to set a limit with youth that may be more extreme than the
behavior warrants, the probability increases for the adult to resist issuing the consequence
or ignoring the behavior, which undermines his authority.

2nd Stage: Logical Consequences
When supportive interventions do not work and a logical consequence is issued – there is
no turning back! Kids will often argue and protest. Stand your ground and maintain a calm
demeanor. Do not engage in power struggles. Try and talk to an agitated child or youth at
eye level.

Adult: John, could you please take a two-minute break and think about how
you were acting? Thanks.

John: But I didn’t say it! I didn’t do anything!

Adult: John, if you don’t head to the chill-out area in the next minute or so, I’m not
sure we can continue to work on this. That would be a shame. Make a good
decision.

Tip#1 When setting limits, it’s “pay me now or pay me later.”: An inconsistent limit
setter can expect more acting out than the limit setter who is consistently firm
yet compassionate

Tip#2 Always say please and thank you when making any kind of request of a youth
and/or group – especially when issuing a logical consequence.

“Sarah, could you please sit at the back table for a few minutes and think about
what better choices you could have just made? Thanks.”
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Tip # 3 For more serious behaviors, try and empower the youth to decide their
consequences. In general a consequence for a major infraction should be
based on the severity of the action and the frequency with which it has
occurred.

Proximity Manipulation
Levels of supervision can be intensified when children and youth behave inappropriately:

“John, would you please sit up front for the remainder of the activity?”
“Carla, we’re going to walk side-by-side to the gym.”

“Billy, you will need to stay in sight of a counselor until dinner and then we’ll talk.”

When a youth begins to improve his behavior, he can earn the incentive of gaining more
freedom, with respect to his proximity of adults.

Supervision levels can be created to address unsafe, problematic acting out, such as:
In-sight, one-to-one. And close supervision. These levels – while represents proximity
manipulation – can be adjusted as a kid or group regain (earn) their trust.

Re-Doing
Youth who have trouble meeting expectations, such as walking quietly to lunch, not
running in the hallways, talking inappropriately, etc., can be asked to re-do the specific task.

“Okay John, I’d like you to go back to the living room and try walking here again…
s-l-o-w-l-y.”

“Could you please try to redo this chore? I don’t think it’s your best effort.”

“Could you please try and say that to me again? Thanks.”

Option: “I think you said I’m a wonderful dude and a sharp dresser, but I’m not sure.”

The Directed Chat
When a youth is not responding to supportive interventions, an adult – if conditions permit
– can request a private chat, preferably in a different location. By changing location, it is
often easier to approach the issue at hand with more calmness and emotional distance.
Going to a neutral location often facilitates conflict resolution.

An adult, for instance, could ask a disruptive youth to join her outside the kitchen for a
minute. Oftentimes, by giving a kid such one-to-one attention, problematic behavior is
ameliorated.

Removal Attention

At times, the best way to deal with negative behavior is to walk away from it and/or
switch-off.

Staff member: “You’re choosing to make me upset. I think I’m going to take a break from
being with you now. I’m hoping that later we can work this out.”
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If a staff member is becoming angry with a youth or group, a fellow staff member should
be empowered to step in and take over for the person. Some programs employ a “tag-off”
system, like in professional wrestling.

Natural Consequences
Natural Consequences involve discipline that is a natural byproduct of one’s actions

Examples:

“I think I am going to stop working with you now. I’m uncomfortable with your language.
You could make better choices. I’ll check back with you in a little while to see if you can talk
with me in a more civil manner.”

If a group is too loud and unruly and adult could just sit quietly and wait for them to calm
down. Other consequences could be applied if this intervention is not successful

A youth refuses to do his homework. The natural consequence: He fails the test.

A youth refuses to wear gloves. The natural consequence: Frozen fingers.

Loss of Privileges
Restricting a privilege, such as using a computer, going off-grounds, or missing an activity,
is generally a delayed consequence and should only be used for more serious behaviors or
when minor behaviors become problematically repetitive.

Bettelheim: Taking activities away from a troubled child is like taking cough syrup from a
person with a sore throat

Reparation (Restitution, Community Service, etc.)
If a child or youth acts out towards a human being or physical object, it invariably causes
psychological and physical damage, respectively. It is, at times, helpful to have the youth (or
group) that has offended repair the damage (within herself as well)> Examples:

A youth is caught bullying others:

Reparation: Have the youth apologize to the kids he/she has tormented and require her to
help others for a certain duration of time.

A youth throws food in the kitchen:

Reparation: Require the youth to help out in the dining area

Another way to frame this consequence is to view the act of repentance as “giving back.”

Staff member: “Bill, you took away some of the respect and harmony we feel here by
making the bad decision to damage property. I’d like for you to give something back by
coming up with a project that will contribute to the well-being of this place.”

You took something away…now give something back

Whenever possible, let the youth or group decide the consequence
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Breaks (Time-Out)
Children and youth often react negatively to the term time-out. As a result, it is best to use
alternate terminology:

“Could you please step outside the room and chill out?”

“Jim, I’d like you to sit on the bench, calm down, and think about making some better
choices.”

“Sara, would you please go to your room for a short break, thanks/”

There are two forms of Breaks: Set Amounts and Open Ended

Set Amounts = Established time-out lengths and progressions

Example: 2 minutes > refusal > loss of points > refusals > contextual decision > completion
of original 5 minutes > processing

Open Ended = Not set amount of time for breaks

Examples: “Could you please go sit on the couch for a while and chill out.” > Refusal > “The
longer it takes you to move, the less likely it becomes for you to get involved with the
activities coming up.”

2 warnings (i.e. supportive interventions) > “Could you please take a break. Please return
when you think you are ready to calmly join the group.”

2 warnings (i.e. supportive interventions) > “Could you please take some space? I’ll come
and talk to you when you are sitting quietly.”

Where are Breaks conducted?

Best place: A non-stimulating area: a natural part of the room. You don’t necessarily have to
have specific time out areas.

How are Breaks Conducted?

Youth should always be allowed to sit comfortably to complete breaks. A break should be
conducted in a quiet and respectful manner. The youth does not have to be facing the
corner of wall. “Time” counts when the child is sitting quietly. Do not start break time over if
the youth begins to escalate. Give him/her credit for time already served. Do not have the
youth stand to do a break. Don’t keep adding time if the youth continues to misbehave:

“Please let me know when you’re ready to do you 10 minutes.”

How Long Should Breaks Be?

Considerations: The length of any time out varies according to a number of factor including:

● Age of the child
● Behavior warranting the break
● Safety concerns
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● Whether the same of similar behavior has been previously addressed that day

The older a child is, the longer breaks can be. For elementary age children, the initial
time-out could be anywhere from 1 to 5 minutes. For older kids, 5 to 10 minutes is
appropriate. Experts talk about giving children one minute for each year they’ve been on
this earth. (A sad price to pay for growing older.)

Break Tips:

1. Always say please and thank you when asking a youth to take a break. Monitor you
tone (affect scale) and body language (the lower the better, no pointing, etc.).
Remember that a youth is most sensitive to the messages underlying your
communication (content vs, message).

2. A set progression is often helpful when utilizing universal time out as a behavior
intervention.

For example:

Child is given 2 warnings (i.e. supportive interventions) > open ended > refusal > 30
seconds to take the break > continued refusal > loss of points > 30 seconds to begin
break > continued refusal > call for help to determine best possible response, or
loss of points for that time period and/or a restriction to the setting for the
predetermined amount of time.

Possible variations:

a. 2 warnings (i.e. supportive interventions) > “Could you please take a break? You
can return when you think you are ready to calmly join the group.”

b. 2 warnings (i.e. supportive interventions) > “Could you please chill out for a bit?
I’ll come and talk to you when you are sitting quietly.”

3. It is sometime helpful to establish set minimum consequences (i.e. set amount of
time our or extended separation) for more serious forms of acting out, such as
swearing, aggressiveness, stealing, destruction of property, etc.

Grounding restrictions etc. should follow a progression (i.e. the first time the child does C,
he is grounded to the house for X amount of time. The next time he does X, he is
grounded for XX amount of time, etc.

Practice: Progressive discipline
4. It is good to establish some form of documentation to record and chart more

serious forms of acting out
5. Youth can be given incident or processing forms to fill out if they are sent from their

group or activity. Forms could ask the following questions:
a. What happened?
b. What better choices could you have made?
c. Have you ever been in a similar position and made a better choice>
d. Why is such behavior inappropriate?
e. What will you do to prevent the behavior from occurring again?

6. Processing/Debriefing after a time-out (processing form could be reviewed)*
Key: Listen to youth’s view first. Support the youth’s feelings (not the behavior).
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a. Discuss what happened.
b. What was the adult’s role in what transpired?
c. What were alternative ways to respond?

i. Self-management options
ii. Has the child ever been in a similar situation and made a better

choice
d. Discussion of consequences (Key: Empower the youth whenever possible

in deciding consequences)
e. Re-entry plan

3rd Stage: Processing
After any behavioral episode, the child/youth and adult(s) need to process what has
occurred. In general, processing should start by listening to the child’s version of what
happened. It is critical for children and youth to be heard after serious incidents. The
adult(s) should then present their version of what occurred, followed by a discussion of
what better choices could the child and adult have made. If consequences need to be
applied, the child – if possible – should be empowered to help decide the nature of his/her
discipline.

4th Stage: Reintegration
Reintegration, the final stage on the limit setting continuum, prepares a youth for his/her
return to the life space, via a brief review of pertinent logistics: where to go, what to do and
any other important expectations.

Behavior Management

Understanding, Prevention, and Principles
View misbehavior as a message: “Something is wrong. I need help.” Try to respond instead of
react to a difficult behaviors. In other words, doesn’t say or do anything to a child or youth
that you wouldn’t want said or done to yourself. Practice the Golden Rule.

Use observing ego (e.g. “it’s an injury and it will heal. Respond instead of React”)

Practice pattern identification. Note if a child or group act out in a predictable manner (i.e.
at the same time each day, over the same issues, etc.). Once a pattern is identified,
investigate your (or the setting’s) role in contributing to the problem(s). What can you
change, modify or practice? How can you make the environment more user-friendly? Next,
seek out the youth’s input and develop a plan.

Constantly practice and reinforce the desired behaviors.

Behavior experts suggest individuals should hear four positive comments for every one
negative.
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Use consequences instead of punishment.  A consequence is related to an inappropriate
behavior, a punishment is no. Consequences reinforce the values of your setting/society.

In general the sooner a consequence follows a misbehavior, the more effective it will be.
Try to avoid delayed consequences except for serious behaviors.

Issue consequences that have a high probability of being accepted. Be careful about using
traditional motivational approached with non-motivational youth (A, B, C Baskets)

Establish a limit setting progression. In other words, everyone should know exactly what
happens if a youth refuses to accept a limit.

Use best possible interventions but advocate for resources to enhance the treatment
climate.

Whenever possible, and for more serious behaviors try to let the youth or group decide the
appropriate consequence(s). All parties should base possible consequence decisions on
severity and frequency.

Practice progressive discipline.

Keeping Order in a Group

The Five Count

This is the main technique leaders use to get their group in order. Used when a leader in
charge begins to count to five. The clubbers respond by being quiet and still. All other
workers need to respond by modeling the correct behavior.

Making the five count effective:
1. Give a visual by holding up your hand
2. Count slowly and steadily
3. Children know what to do when you begin to count. Everyone should model the

behavior and take the time to teach the expectation.

27


