
 

 

Nursery Instructions 

Master’s Monday Co-op 

 

Scheduled work time: 10:00 – 12:30 (approx. 2 ½ hours)    

* Please read all of the Nursery Instructions when you arrive. 
 
 
10:00 – Meet Mom-In-Charge (MIC) in Study Hall Room (Room 303).  Walk over 
with MIC, nursery co-worker, and children.   Write the MIC’s cell number down. 
 
      Nursery is located in Room 102 of the main church building  
 

** Fill out Child Report Card for the Nursery (located in the front pocket of 
the Nursery Notebook) for each child.  This form is to be given to the 
child’s mom when you drop the child off in Room 303 ** 

  
CHANGING DIAPERS:  (when applicable) 

1. Put wax paper down before changing each child. 
2. Make sure it covers the area where you will place the child. 
3. Use the disposable gloves. 
4. Dispose of the diaper, gloves, and wax paper in the trashcan after changing 

each child. 
5. Please remember to keep your hands clean by using the anti-bacterial soap. 

 
SERVING SNACKS / LUNCH:   
 
The teacher’s child has food allergies! Please serve her only food that her 
mother has prepared for her! 
 

1. BEFORE and AFTER serving ANY food, please clean the tables with the 
disinfectant cleaner.   Remember we do not know who has eaten food in 
the room prior to us arriving or who will be eating in the room after our 
departure. 
 
 



 

 

2. Each child should have brought their own food.  Please do not let them eat 
anything else (due to possible allergies).  If for some reason the child has no 
food in their bag, please call the Mom-In-Charge.  They will contact the 
parent for further instructions. 

PROBLEMS TO REPORT: 

- If a child has a fever or is not feeling well, please call the MIC 
 

- If there is a problem with the heat/air, please call the MIC 
 

- If a person other than the child’s mom is there to pick up the child, call 
the MIC immediately!  Do not release the child.  

 
 
12:10 - Start cleaning up (see clean up below) 
 
CLEAN UP AT THE END OF THE DAY: 

 
Please complete the Nursery Room Cleaning Checklist (found at the back of 
the Nursery folder).    
 
This form must be completed, signed, and returned to the Mom-In-Charge 
(MIC) before you leave. 

The cleanup duties listed on the Nursery Room Cleaning Checklist are as 
follows:   

- Wipe down all high chairs, cribs, rockers, swings, changing tables with 
disinfectant and then spray the toys with Lysol.  (This equipment may or 
may not be located in the room each week.) 
 

- Any toy that is washable that a child has had in their mouth should be 
washed in the sink with antibacterial soap and set on the side of the sink 
to dry.  Please do not submerge any battery-operated toys. 
 

- Spray all toys in the room with Lysol disinfectant 
 

- Rinse out any cups or bottles that are accidentally left behind by 
Master’s Monday Nursery children and give to the Mom-In-Charge 
 



 

 

- Remove trash bags from both garbage cans in the room and replace 
liner.  The garbage should be thrown away in the dumpster located 
behind the church gym in the back parking lot. 
 

- Return toys and any chairs/rockers/large toys (if moved) to their proper 
place around the room.   

 
- Vacuum carpet and the decorative rugs in the room.  There should be a 

small vacuum in the room for you to use. 

12:25 – Prepare to take child / children to their mother in Room 303. 

PREPARING A CHILD TO LEAVE:  

1. If a child is still in diapers or pull-ups, please make sure they are clean and 
dry before the parent picks them up. 
 

2. Gather all the child’s personal belongings (blankets, cups, lunchbox, 
personal toys, etc.) and repack them in the diaper bag. 

 
12:30 - After cleaning room:  Turn off room lights & close door.    

 
Walk children back to Room 303 for parents to pick up.  Take diaper bag 
and all personal belongings with you at this time. 
 
Return Nursery Notebook and completed Cleaning Checklist to the Mom-In-
Charge (MIC).   
 
Throw the garbage away in the dumpster behind the gym - in the back 
parking lot. 
 

 

Please check in with the Mom-In-Charge before leaving! 

Thank you for your assistance! 
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