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 HANDBOOK PURPOSE AND USE 
 

This handbook reflects the current policies that guide the implementation of the 
various ministries of Broadway United Methodist Church and reflects procedures 
used to accomplish the mission of the church.  In addition to providing guidelines 
for effective ministry, the information herein will provide an informed transition 
for new lay leadership while, at the same time, helping new staff members to 
understand the form and function of ministry at Broadway United Methodist 
Church. 
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 F. Safe Sanctuaries   (15) 
 
III. FINANCIAL POLICIES 
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 C.   Wills, Legacies, and Special Gifts Policy    (16) 
  
IV. MINISTRY  ORGANIZATION 
 A. ADMINSTRATIVE BOARD   (17) 
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  4.  Finance Committee    (19) 
   a.  Church Treasurer (20) 
   b.  Financial Secretary (20) 
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  6. Archives & History Committee   (20) 
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I. OPERATIONS 
 
 A. USE OF CHURCH FACILITIES AND EQUIPMENT (See The Book of DISCIPLINE [2004],  
  ¶2532.3) 

 
  Groups shall be served in the following order of priority. 
 

 1. BUMC groups - first come basis 
 2. Other church-related and certain ecumenical groups (district, conference, etc.) 

 3. Non-profit community-related groups 
 
  All groups shall be required to make reservations adhering to the following regulations and  
  policies: 
 

1. Church-related and non-profit groups may use the facilities on an occasional basis 
 with no charge except as needed for custodial services, facility damage, equipment 
 breakage, etc. 

 2. Responsibilities related to long-term use of these facilities by non-profit groups 
 other than those considered part of the regular church program shall be determined 
 by mutual agreement between the group and Board of Trustees.  A donation of 
 $20.00 may be requested to cover the cost of utilities for each meeting.    

 3. Other groups using the facilities, if authorized by the Trustees, shall be requested to 
 donate $30.00 to cover utilities, $20.00 for use of kitchen, a custodian fee of 
 $50  and any subsequent costs related to facility damage and/or equipment 
 breakage. 

 4. Following use of these facilities, rooms must be cleaned and returned to original 
 order, including rest rooms.  All doors must be locked.  All groups are reminded 
 that there is NO SMOKING in the church building. 
 5. Weddings are covered by special arrangements.  See the “Wedding Handbook and 
 Request Form” in the Addenda. 

 6. Failure to comply with these procedures and policies may result in forfeiting future 
 use of facilities. 

 7. Designated chairs and tables may be borrowed by members and non-profit groups 
 after being signed out in the office.  The stacking chairs may not be borrowed. 

 8. If you unlock the building for a special purpose, you are responsible for locking the 
 building after the meeting. 

 
  All groups shall be required to make reservations to use any area of Broadway United   
  Methodist Church (BUMC) or to use any equipment belonging to BUMC.  (See form in the  
  Addenda) 
  

1. Reservations shall be made with the Administrative Assistant only.  Reservations 
 shall be taken on a first-come basis. 

 2. All reservations shall be made at least two weeks prior to the date needed.  The 
 Administrative Assistant shall be notified of cancellations as soon as possible. 

 3. Reservations by non-church groups may be made by telephone; nevertheless, a 
 responsible representative of the organization shall come to the church office to 
 sign an agreement and receive the regulations concerning the use of the facilities 
 and/or equipment.   

 4. The agreement shall designate areas of the facilities, equipment to be used and the 
 dates and times of use.  The agreement shall also include the name, address, and 
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 phone number of the organization's representative responsible for arrangements. 
 
  Failure to comply with the following requirements may result in forfeiting future use of the  
  BUMC facilities: 
 

 1. Rooms must be cleaned and returned to original order. 
 2. Lights and water turned off (check bathroom lights). 
 3. Doors locked. 
 4. There will be NO SMOKING in the church building. 
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B.  WEDDINGS 
 

 BROADWAY UNITED METHODIST CHURCH 
WEDDING POLICY 

 
 
Planning Your Wedding 
 
Marriage was instituted by God, blessed by Jesus in Cana, and still remains God’s plan for a man and a 
woman.  It is appropriate that Christians be married in a church, invoking God’s Blessing of the founding 
of a Christian home. 
 
A church wedding is a service of worship in which a Christian commitment is made.  We believe that 
marriage is regulated by God’s commandments, blessed by Jesus Christ, and to be held in honor among 
all people. 
 
In order that weddings in the church may conform to high Christian standards and proceed with decorum 
and dignity, the following guidelines and procedures are made.  These guidelines and procedures will 
assure your wedding will be both meaningful and cherished. 
 
The pastor, staff, and members of Broadway United Methodist Church wish you all the best as you 
approach your wedding and begin your new life together. 
 
Scheduling Your Wedding 
 
To reserve a date for your wedding, contact the church office.  The Administrative Assistant will provide 
you with a copy of our Wedding Policy, including the necessary forms to the completed and a list of fees. 
 
Read all the guidelines and procedures, complete the Wedding Reservation Form, and return it to the 
Administrative Assistant.  Once your date has been confirmed, it will be placed on the church calendar 
and you will be contacted.  As soon as possible, please complete the Wedding Information Sheet and 
return it to the Administrative Assistant along with a non-refundable $100 deposit.  This deposit will be 
deducted from your total fees, except for those to be paid directly to the responsible person. 
 
Priority will be given to members; therefore, dates for non-members will not be confirmed more than 10 
months in advance.   
 
Pastoral Staff 
 
All couples are expected to use the pastoral staff of Broadway United Methodist Church.  If the couple 
wishes to use another pastor, the pastoral staff of Broadway United Methodist Church must be consulted, 
approve the request, and extend an invitation to the other pastor. 
Once the wedding has been placed on the church calendar, it is the responsibility of the couple to contact 
the pastoral staff of Broadway United Methodist Church to schedule the required pre-marital counseling 
sessions (a minimum of four hours recommended).  If the counseling sessions will be conducted by 
another pastor, the pastoral staff of Broadway United Methodist Church will approve this request. 
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    4.  CAMPING AND RETREAT MINISTRIES 
 

    The purpose of this committee is to promote and encourage the    
    participation of the children and adults in the activities of the Holston  
    Conference Camping and Leisure Ministries Programs in general and  
    Wesley Woods in particular.  This is done by the distribution of the  
    information sent to the church by the Holston Conference mainly in the  
    spring and the installation of a bulletin board in a prominent place.  The  
    Chairman keeps the Council on Ministries informed of any changes in the  
    program and any physical changes that have taken place.  The committee  
    works closely with the United Methodist Men who have adopted Wesley  
    Woods as a major project in their program. 

 
    Members are recruited by the Chairman.  The Chairman is a member of the 
    Administrative Board and Council on Ministries 

 
    5.  PARENTS DAY OUT 
 
     See also Addenda B. 
 

1.  The Advisory Board shall consist of three (3) parent members, three (3) 
church members, and the Director of the PDO Program as well as the 
Director of Children and Youth Ministries.  One Board member should be 
designated secretary. 
 
2.  Members should serve a minimum of two (2) years. 
 
3. The Advisory Board shall resolve all matters related to the PDO 
Program. 
 
4.  Meetings should be held monthly. 
 
5. Matters of concern to parents or staff must be brought to the attention of 
the PDO Director first.  If no satisfactory conclusion results, the Board 
shall then be consulted. 
 
6. The Advisory Board shall finalize a budget in December for the 
upcoming year. 
 
7.  In the event of a termination or suspension of a PDO staff member, an 
Advisory Board Member should be present. 

 
  
 
  3.  PROGRAM AGENCIES 
 
   a.  UNITED METHODIST WOMEN 
 

The organized unit of United Methodist Women shall be a community of women 
whose PURPOSE is to know God and to experience freedom as whole persons 
through Jesus Christ; to develop a creative, supportive fellowship; and to expand 
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concepts of mission through participation in the global ministries of the church.  
Members are any women -- employed, not employed, single, married, divorced, 
widowed, young, middle-aged, and older women -- who "indicate their desire to 
belong and to participate in the global mission of the church through UMW. 

 
The Unit meetings are held nine times a year (each month except May, June and 
July). Meetings are on the third Thursday of the month, with two exceptions:  the 
November meeting is on Sunday morning during Sunday School and is open to 
men, women and children; and the December meeting is held on the first 
Thursday of the month, on the regular Circle meeting day.  Daytime Circles meet 
on the first Thursday of each month at 10:00 a.m.  Square One meets on the 2nd 
Wednesday of the month at 7:00 p.m. in the church Parlor and the Susanna 
Wesley Circle meets on Friday evenings. 

 
The President is a member of the Administrative Board and Council on 
Ministries. 

 
   b.  UNITED METHODIST MEN 
 

The Broadway United Methodist Men's organization is established to increase 
the involvement of men in the everyday programs of the church and support the 
activities of the trustees.  The primary areas of focus are Fellowship, Service, and 
Ministries.  Several Service projects are complete each year.  The group is 
governed by the Book of Discipline of the United Methodist Church in which the 
primary purpose is to declare the centrality of Christ in the lives of men and in all 
their relationships.  All men of the church are eligible and encouraged to 
participate.  The United Methodist Men meet once per month, except June and 
July,  and as needed for special events. 

 
The President is a member of the Administrative Board and Council on 
Ministries. 

 
   c.  UNITED METHODIST YOUTH 

 
The United Methodist Youth meets as two groups: one for 6th through 8th grade 
and one for high school youth, grades 9-12. They meet on Sunday evenings, 
usually at 6:00 p.m. They also do service projects, take an annual mission trip, 
have fund raisers and participate in District and Conference events.  They elect 
two representatives to sit on both the Administrative Board and the Council on 
Ministries. 

 
  4.  REPRESENTATIVES  
 
   a.  SUNDAY SCHOOL SUPERINTENDENT 
 
    The Superintendent of Sunday School is responsible for the supervision and   
    administration of the Sunday School which operates under the guidance of   
    various age level and/or division coordinators. 
 
    1. The Superintendent is nominated by the Lay Leadership committee. 
    2. Elected by the Charge Conference. 
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    3. Is a member of the Administrative Board and Council on Ministries. 
    4. Supervises the Sunday School. 
    5. Appoints a Sunday School secretary to maintain Sunday School attendance    
        and offering records. 
    6. Helps identify and recruit teachers and leaders. 
    7. Works with teachers to ensure they have adequate curriculum resources,   
     equipment, and supplies. 
    8. Arranges for substitute teachers in cooperation with the various division    
        chairmen education staff. 
    9. Gets approval of the Council on Ministries on curriculum used by the Sunday  
        School. 
    10. Helps plan and promote Christian Education Sunday. 
    11. Plans special presentations by the Sunday School in worship service. 
    12. Plans promotional programs to encourage increased attendance. 
    13. Orders curriculum or designates a person to do it. 
    14. Distributes curriculum to the classrooms. 
    15. Orders record book and attendance envelopes with fall curriculum. 
    16. Distributes envelopes to the classrooms. 
    17. Is responsible for emergency situations that arise in Sunday School. 
    18. Is accountable to the Administrative Board and Council on Ministries. 
 
   b.  LIBRARIAN 
 
    (See Section I.E) 
 
   c.   COORDINATING COMMITTEE 
 
    The Coordinating Committee has two purposes: to do long-range planning for the 
    church and to refine proposals for presentation to the Administrative Board.  The   
    Coordinating Committee acts only in an advisory capacity and has no decision-  
    making authority.  Its membership includes the chairpersons of the   
    Administrative Board, Board of Trustees, Committee on Finance, and   
    Staff/Parish Relations Committee plus the Pastor, the Lay Leader, the Director of 
    Programs, the Director of Children and Youth Ministries, and the chairperson of   
    any task forces set up by the committee. 

 
   e.  LAY LEADER 
 
    Nominated by the Lay Leadership Committee and elected by the   
    Charge Conference. 
 
    By virtue of this office the person is automatically a member of the Charge   
    Conference and on the following committees: 
     the Administrative Board and Council on Ministries,    
     Finance, Lay Leadership, and the Staff-Parish Relations Committee. 
    This person should: 
     Be available to meet with any committee who would like his/her help. 
     Be the interpreter for the actions of the Annual Conference, and the   
      General Conference. 
     Assist and advise committees and members concerning the opportunities  
      available for help to make the church more effective in its ministry. 

rergenbright
Underline
Sunday School secretary
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     Attend training opportunities in order to strengthen his/her work.  
     Meet regularly with the pastor to discuss the state of the church and the  
      needs for ministry. 
     Conduct or assist with the Laity Service Program every year. 
     Assist in worship services with guest ministers as the guest minister  
              requests. 
 
   f.  LAY MEMBER TO ANNUAL CONFERENCE 
 

      The Lay Member of the Annual Conference represents Broadway United   
      Methodist Church as a voting member of the Holston Annual Conference held  
      once a year. This person becomes familiar with the issues before the Annual  
      Conference, discusses them with the pastor and lay members of the church, and,  
      immediately following adjournment of the Annual Conference, presents a report  
      to the congregation. In addition, they assist the pastor and lay leader in presenting  
      the Fair Share Asking to the church. 

 
      This person is a member of the Administrative Board and Council on Ministries  
      and relates to the Staff Parish Committee and the Committee on Finance. 

 
  5. TASK GROUPS 
 

                a.   SCOUT COMMITTEE 
 

Broadway United Methodist Church is the sponsoring institution of Boy Scout 
Troop 87 and Cub Scout Pack 87 of the Boy Scouts of America.  These units are 
under the jurisdiction of the Great Smoky Mountains Council with offices in 
Knoxville and are part of the Tuckaleechee District which is made up of Blount 
County.  The Tuckaleechee District is supervised by a District Executive.  
Administration of the Tuckaleechee District is carried out by the District 
Committee which is made up of volunteer members who meet on a monthly 
basis. 

 
Both Troop 87 and Pack 87 are administered by a Scout Committee.  
Responsibilities of the Scout Committee include annually chartering Troop 87 
and Pack 87, appointment of Scout Master and Cub Master, policy making for 
the operation of the units, financial oversight of the programs, promotion of rank 
advancement, participation in Boards of Review, and long-range planning.  The 
Scout Committee meets monthly. 

 
   b.  SPECIAL RECEPTIONS 
 

The Special Receptions Committee will be responsible for any church or district 
event not covered by any other group.  The committee will also help any group 
with a special event. 
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ADDENDA 
 
 

A. BUS OPERATION POLICIES AND PROCEDURES 
 (Includes the “Basic Policies and Procedures” given to all drivers) 
 
 

Broadway United Methodist Church 
Maryville, Tennessee 

 
Bus Operation Policies and Procedures 

 
USDOT 1508338 
Bus ID: SPF-410 
 
Policies: 
 
GENERAL: 
 
1. The Administrative Board and/or Council on Ministries shall ratify and enforce these 
 policies and procedures.  The  Transportation Committee shall facilitate compliance with 
 these policies and procedures. 
2. The church shall maintain a copy of the Federal Motor Vehicle Safety Standards in the 
 office. 
3. All drivers shall meet the minimum qualifications specified for CDL operations and shall 
 be properly licensed for driving a 16+ passenger bus. 
4. All records and documents required by the FMCSR shall be made available for 
 inspection within 48 hours of a request by a special agent or authorized representative of 
 the Federal Motor Carrier Safety Administration. 
5.  The church will compensate each driver for the cost of obtaining a CDL-P, including 
 both the written and skills tests, for qualifying to drive the bus when that license is used 
 primarily for the church bus. 
 
DRIVERS: 
 
1. Drivers shall be subject to random drug testing.  Drug Testing documentation shall be 
 kept in the office and remain private. 
2. Drivers shall be at least 25 years of age and not older than 65 years of age. 
3. Drivers may possess only one valid commercial motor operator’s license. 
4. Drivers must comply with the Hours in Service rule in Part 395 of the Federal Motor 
 Carrier Safety Regulations for extended trips. 
5. The church shall maintain and review drivers’ records of duty status for violations of Part 
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 395 of the FMCSR. 
DRUG AND ALCOHOL TESTING: 
 
1. In compliance with FMCSR Title 49 CFR Part 40, the church shall certify that they are 
 knowledgeable about and comply with drug and alcohol testing regulations. 
 
BUS MAINTENANCE: 
 
1. The church shall keep the bus in mechanically operational readiness at all times through 
 inspection, repair, and maintenance.  They shall keep on record for 30 days or more 
 identifying information including make, identification number, year and tire size; a 
 schedule of inspections to be performed including type and due date; inspection, repair, 
 and maintenance records; and records of tests conducted on pushout windows and 
 emergency doors. 
2. The bus shall be inspected at least once every 12 months. 
3. In case of an accident, the church shall keep on record an accident register for one year
 containing information on the accident pursuant to the procedures set forth in FMCSR. 
4. The cost of gas to operate the bus shall be responsibility of the group(s) using the bus. 
5. Any number of people, up to 25 plus the driver, may ride the bus at any time providing 
 they agree to cover all costs of the trip including, but not limited to, the cost of gas.  Fee 
 for use by non-church groups shall be $0.25 per mile plus the cost of gas. 
6. An emergency number for service or other notification shall be kept in the bus log at all 
 times.  This number shall be the church office number and a back-up emergency number 
 available at all times, such as a cell phone of a staff or transportation committee member. 
 
LIABILITY AND INSURANCE: 
 
1. Broadway United Methodist Church must maintain minimum liability limits of 

$5,000,000.  This can include a combination of automobile liability and commercial 
umbrella coverage. 

  
2. Bus drivers must have a current valid CDL-P and be approved by the insurance company 

as a driver.  A driver must be reported to the insurance company before being allowed to 
drive.  All drivers must meet the requirements outlined in the Drivers section of these 
policies. 

  
3. If non-owned vehicles are used to transport passengers for church functions, the church 

must verify that the owner/driver of the vehicle has valid insurance.  The vehicle must 
have seat belts for each passenger transported, including the driver.  All occupants of the 
vehicle must wear their seat belt at all times. 

 
4. Use of the bus by groups other than those from Broadway United Methodist Church shall 
 be prohibited except by authorization by the Administrative Board.  If granted 
 authorization, the church bus shall not be loaned to anyone or any group without their 
 using a driver or drivers approved by Broadway United Methodist Church. 
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 5.  If a request to borrow the bus is received, the transportation committee will consider the 
request focusing on the following items: who is making the request, who will be riding on 
the bus, where are they going, and who will be responsible for making sure our 
guidelines are followed.  If a request is received to borrow the bus without the services of 
a Broadway United Methodist Church sanctioned driver, the transportation committee 
may consider the request.  First, they must obtain full information on the non-provided 
driver, including name, date of birth, and their CDL-P number and obtain permission 
from the church insurance company and the Administrative Board to allow the driver to 
operate the church bus. 

 
 
Procedures: 
 
GENERAL: 
 
1.  Each driver, escort, tour director, person in charge, and other persons responsible for trips 

using the bus shall obtain a copy of the Basic Bus Operation Policies and Procedures 
before being allowed to use the bus.  This brief summarizes the policies and procedures 
outlined in this document.  In addition, a copy of this document may be made available to 
them. 

 
TRIPS: 
 
1. All drivers shall perform a pre-trip inspection and complete the form located on the bus.  
 Any problems should be reported to the Administrative Assistant who will inform the 
 person in charge of maintenance.   
2. If the bus is used for an extended trip, drivers shall complete the Hours in Service chart 
 on the reverse of the inspection form.  The driver keeps one copy for eight (8) days and 
 one copy is kept in the office for six (6) months.  An extended trip is one that is over 100 
 miles from the church, a trip taking the bus into an another state(s), or one during which 
 the driver is required to be on duty longer than 8 hours. 
3. A driver may drive a maximum of 11 hours after 10 consecutive hours off duty.  They 
 may not drive beyond the 14th hour after coming on duty, following 10 consecutive 
 hours off duty including breaks and pre- and post-inspection times. 
4. Drivers shall inspect the bus at the end of each trip and make sure that it is returned clean, 
 neat, and ready for the next trip.  They may encourage passengers to help with the 
 neatening of the bus before they debark.  The interior should be swept, all garbage 
 bagged, and any mechanical and/or cosmetic problems reported to the Administrative 
 Assistant. 
5. The Bus Trip Log remains in the bus at all times.  The driver shall complete all 
 information and leave the log in the bus. 
6. All passengers must wear a seat belt while the bus is in motion. 
7. Passengers should remain seated and not move around in the bus while it is in motion.  
8. The bus shall not be fueled while passengers are on board. 
9. In case of a breakdown, the driver shall call the emergency number provided in the bus 

log book and report the incident to the church.  AAA may offer assistance or provide 
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information about assistance in the area.  Call 911 for further assistance, if necessary. 
10. Should the driver become ill or otherwise unable to complete the trip, the escort or trip 

coordinator shall call the church and make arrangements for another driver to continue 
the trip. 

 
 
 
BUS MAINTENANCE: 
 
1. The bus shall be inspected at least once every 12 months.  This inspection may be done at 
 B & C Bus Lines. 
2.  The oil shall be changed every 3 months or 3000 miles, whichever comes first.  For 
 extended periods of disuse, the time limit may be extended with the approval of the 
 Transportation Committee. 
3. A maintenance record for the bus shall be kept in the church office.  It should indicate  
 who reported the problem (if applicable), when and where maintenance was done, who 
 performed the  service, an itemized invoice of services, and the payment date. 
4. The bus shall be stored in the church parking lot. 
5. Each seat shall have a motion sickness bag available. 
6. A spare serpentine belt shall be kept in the bus at all times. 
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Broadway United Methodist Church 

Maryville, Tennessee 
 

Basic Bus Operation Policies and Procedures 
 

1. Scheduling:  The bus usage calendar is kept in the church office.  No one may take the 
bus without an approved driver who meets licensing standards.  Liability issues are 
important and must be addressed to schedule the use of the bus. 

 
2. Drivers – Qualified drivers must have an approved CDL-P license and health card.  

Drivers must be current on drug testing with documentation on file.   
 
 A list of how to become an approved driver may be found in the church office. 
 
 Drivers shall complete the Bus Trip Log and Vehicle Inspection Report including 

information on the length of the trip, any mechanical problems, and any unusual 
notations and current gas information.  The bus shall be returned with a full tank of gas. 

 
3. Manuals – Appropriate manuals are kept in the church office.  
 Logs – The Bus Trip Log must be kept in the bus at all times. 
  
4. Maintenance – The church has volunteer maintenance people to help with preventive and 

scheduled maintenance.  They check with the church office regularly.  The church office 
will do periodic evaluations of need. 

 
5. Safety – Safety is a major concern.  The bus may not be driven if there are safety 

problems.  The bus is here to serve our needs.  Bus usage must be church sponsored and 
approved by the Council on Ministries and/or the Administrative Board to be a valid 
program. 

 
6. Prayer is encouraged before the bus leaves the parking lot.  God does watch over us while 

we drive, work, and play. 
 

Revised – June 5, 2007 
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B. PARENTS DAY OUT HANDBOOK 
 

Broadway United Methodist Church 
Parent’s Day Out (PDO) Enrichment Program 

PARENT’S HANDBOOK 
 
ACCEPTANCE & DISCRIMINATION POLICY 
 
The Parent's Day Out Enrichment Program provides Childcare and education in a Christian environment for children 
6 months of age through 5 years old. We accept all children in order of request. We do not discriminate in 
admissions on the basis of race, sex, religion, creed, color, national origin or source of payment.  
 
ACCIDENT REPORTS 
 
All staff members are required to have first aid and infant child CPR training. The staff will administer first 
aid treatment, as they deem necessary. When children are injured at the Center, an accident report will be filled out. 
You, the parent will receive a copy explaining the accident and steps taken. In case of an emergency, which 
demands immediate medical attention, we will call 911 and your child will be transported to an appropriate medical 
facility with a staff member until yon arrive. 
 
ARRIVAL & DEPARTURE 
 
Upon arrival children should be signed in and taken to their classroom. Please be sure to speak with your child’s 
teacher before leaving. Upon departure children should be picked up from their classroom and then signed out. 
Please remember to speak to your child’s teacher before removing them from the classroom. Don't forget to check 
your child’s cubby for personal belongings, art projects and other important information. 
 
Arrival and departure times are ideal times to pass information. Please communicate to us in writing any information 
that may help us understand and relate to your child during the day, plans for vacation, if someone different is 
picking up your child that day, etc... 
 
Please communicate any concerns or questions you may have about our program. It is best to establish a definite 
routine for arrival and departure times. This will make the day's transitions easier and give a feeling of security. 
Separation anxiety is often acute during the child's first days at school, 
 
ATTENDANCE 
 
1.) Children should arrive no sooner than 8:30AM. The staff arrives at 8:00 to prepare for the day and are not 
available to care for children before 8:30AM unless otherwise prearranged.  
 
2.) Parents should be prompt when picking up children.  
 
3.) Parents must sign in and sign out their child to maintain the safety of the children.  
 
4.) Regular attendance is necessary for the progress of your child. However, if your child develops a cold or is not 
feeling well, we suggest that you keep him/her home until he/she is feeling better. If your child should develop a 
contagious disease and others at the school were exposed, please call and let us know so that we may notify the 
parents of the group that was exposed. We will take the children outside for a short time each day that the 
temperature is over 40 degrees. No children will be allowed to remain inside. Be sure that you keep your child at 
home if you do not wish for them to go outside to play. 
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CLASS SIZES: STAFF TO CHILD RATIO 

  
          Infants:   6 months to 16 months=ratio: 1:4 
       Toddlers: 16 months to 24 months=ratio: 1:6 
2 – Year Olds: 24 months to 36 months=ratio: 1:8 
3 – Year Olds: 36 months to 48 months=ratio: 1:8 
4 – Year Olds: 48 months to 72 months=ratio: 1:10 

 
Broadway United Methodist Church is a licensed program but is registered with the Department of Human Services 
and abides by DHS regulations. By licensing standards we are currently able to serve: 
  5 Infants  we enroll only   4 Infants  
  7 Toddlers  we enroll only   6 Toddlers  
  8 2 -year olds  we enroll only   8 2 yr olds  
10 3 -year olds  we enroll only   8 3 yr olds  
15 4 -year olds  we enroll only 10 4 yr olds  
 
We are happy to say our ratios are lower than what a licensed program would in order to give your child more 
individual attention.  
 
"This facility is not required to be licensed by the State of Tennessee as a child-caring agency." Information 
derived from the House Health and Human Resources Committee of the Senate and House of the State of 
Tennessee.  
 
CHILD ABUSE MANDATORY REPORTING 
 
Each staff member is required by law to report any case of suspected child abuse and neglect. 
 
CHILDREN'S PERSONAL NEEDS 
 
Children should wear casual play or work clothing to school. Children are vigorous explorers and are nut very 
concerned with keeping clean. An athletic type shoe with soft rubber soles is recommended. This will help insure 
greater security walking on tile floor and climbing on climbers. In cold weather each child should bring a snowsuit, 
hat, mittens, scarf and boots at school. As long as it is + 40 F there is a good chance we will go outside. 
 
Each child will be supplied with a nap cot. Parents should supply blankets and pillows. Blankets will be sent home 
periodically for washing. All outdoor clothing, boots, lunch boxes, backpacks; etc. should be marked with the child's 
name. 
 
Because our environment is rich with materials, we ask that toys be left at home.  
Children who are still in diapers need to bring diapers and wipes. Children who are not 100% potty trained need to 
have an extra change of clothing at school. 
 
COMMUNICATION 
 
A newsletter is sent home monthly telling parents of plans for their child and other school related information. A 
Parent Survey is given to parents once a year for the purpose of helping the staff self-evaluate the needs of the 
parents and students. Daily info sheets are sent home with every child describing what went on at school that day 
and parents are always invited to speak with teachers or the Director at anytime! Our doors are always open! 
 
Additionally, we provide information as well as access via the internet. There you will find The Parent’s Handbook, 
Program Schedule, PDO Information, Staff Roster and updated monthly calendars. We strongly encourage your 
referral to the website on a regular basis, www.broadwayumc.net You may also email us at PDO@broadwayumc.net  
 




